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. ^ ^ PflEFACE : . 

Agricultural Supply Businesses and/or Service's employees perform csny duties In the l&uccessful fxilflllttent 
of their employment. , These businesses are very diversified^. Agricultural Supply Stillnesses and/or Services 
may^be defined as business supplying Inputs to produce agrlculttural products^ phased' of processing these 
products p marketing the products » or servicing the land^ crops (}r livestock of kn agrlculiural nature. - 
Many' have similar duties that a core of duties may nearly always apply to most en^loyaes. The employee 
may require^ performance Involving: 1)human relations^ 23,^]bti8lness money management 3) office prd«edures^ 
4) advertising ^and promotion^ 5) jsalesmanshlp, 6) traisportatlon^ 7) storage and* 8)'^^rketlng. In this ' 
presentation It Is also felt that an employee must also^-rlf he Is to succeed in'hls\career^ carefully 
select jmd choosy a proper career. Hence the Inclusion of «^^^;Career .Selection.**^ ^ ^ 

It should be understodd that the employee of these businesses will have many more duties to perform^ but 
busln^dses being of a diverse nature » time and space cannot allow analysis cff specific eiq>loye^s in thiS/ 
treatise. To cookie tely make a task analysis of specific Agricultural SiQ>ply Businesses and/or Services 
employees^ we would reccteiend that tasks be developed for the list already presented here. In .very few 
instances^ perhaps in none^ ,c^n we assume that the tasks we have presente*d will be all that 13 required of 
the employee. 
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Aerlciat 



JOB DESCRIPTION - 



^^Ici^tural Supply Builnesses and/or Sei^ces ]^equlre Mny duties for the ailkccessf ul operation of, these . 
buslmasses and/oi; services* Hany duties are similar in these busineases» yet» being of a -diverse nature^ 
they may vary. The eaployees in these businesses must be able to prkctlce huaan relations » manage business 
money» perform office procedure* use and develop advertising and promotion; function In. salesmanship »^tore 
and warehouse merchandise* and market products* The degi^i^e to vhlch the emplqyee is Involved ;iilll deter* 
aineNils tasks* Accuracy* efficiency* and quality vork ^rhl be rgsulrements which ^he employee^ must meet* 
When dealing with customers thir emplcyee must be aware that much is lost'^dien customer dlnatisfactlon ! 
develops* Ee must concexii himself with the determination that he n(^ be the cause of customer dissatisfac- 
tion* - * • ' xs^ 
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JOiOTX A ' Choosing asid Entering a Career In Agrl-Buslnesses and/or Services 

1 Survey career field 

2 ' Select career - ^ ' 

3 Cospletejob^ application 

4 Participate In a peracmal Interview 

5 Write a follovup letter of appreciation 

6 Coiaplete a placeaent agreeaent 



Si 
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(TASK STATEMENT) SURVEY CAREER FIELD' 




TOOLS; EQUIPMENT, MATERIALS, 
OBJECTS ACTED UBON 


STEPS' 


SAFETY - HAZARD 


Telaphone book 
County directory 
Dictionary 

Dictionary of occupations 


0 

List emplovment areas for career 

opportunit^ies 
Determine job potentials ^ 
List features to consider In employ- 
men tr 

Measure rfpresentatlve businesses 
versuF features * 


None ^ 

) 


• \ 


* 

K 

* 


* * • 


• \ 




• 


. . ' . • - DECiSIOWS 


CUES 1 

- \ • 
Businesses* functions as related to 

agriculture 
Geography,' resources, facilities 
Turn'^ver, advancement, income potential, 

fringe benefit^ 
Presti?»^, 5?kills re'quired 


ERRORS 


Definition of Agri-Businesses and/or 
Services 

Deterraine job notential avaflabl t^y 

Determine features of a bupin'^.ss that 

are ^eeded for career sple^^tion 
• 


IncJu^inp. wronp business In survey 

. may leacl to wronR r.areer splection ^ 

9 


• 

1 


r 


4. 
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(TASK STATEI^ENT) SURVEY CAREER FIELD 



SCIENCE 



MATH - NUMB^ SYSTEMS 



.None 



None 



COMMUNICATIONS 



PERFORMANCE MODES 



Writing 



Reading 



4 



\ ^ examples" 

Chart making 



Telephone book, county directory, dlc- 
lonary, dictionary of occupations 



SKILLS/CONCEPTS 



MeaD format 
Tenainology 
Logic 
Usage 

Conprehenslon 
Definition 
Terminology 
Instructions 
Locating data 



. {TASK STATEMENT) SELECT CAREER 



TOOLS; EQUIPMENT, MATERIALS, 
OBJECTS ACTED UP9N 


STEPS 


t SAf^TY - HAZARD 


Telephone book 
' CQuaty directory ] \ 
Dictionary of occupations 


jConduct self-analyals 

DetCTroine emplbynent features that are 

most/ favorable to the individual 
CoiqTare and weigh favorable features 

with job potentials ^ 

Evaluate comparison chart 

» 


None 


♦ 
* 

> 


V j 


> 


DECISIONS'' 

Determine individual ^strengths and 

and weaknesses 
Evaluate ijiidividual Job strong points 

* 

> 


CUES J 

Know individual's limitation^ and likes 

and dislikes , / 
Stability^ fringe benefits^ upward 

mobility 9 skills required 


ERRORS 

Unable to perform at desired level 
Select* wrong job 

♦ 




' ^ ' >■ 

' • * : ^ 
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(TASK STATEMENT) SELECT CAREER. 



SCIENCE 



None, 



PERFORMANCE' MODES 



Writing 



er|c' 



"3r 



None 



COMMUMlCATlONS 



EXAMPLES 
Making coisparlson chart 



MATH - NUMBER S>^STEMS 




SKILLS/CONCEPTS 



Spelling 
Memo format 
Teralnology 
Clarity-vof expjrcssion 
Logic • 
' Usage 
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(TASK STATEMENT) COMPLETE JOB APPLICATION 


* » ♦ • • 

• 






TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 


STEPS i 


SAFETY - HAZARD 




'/ 


Job application form 
Social security number 
Personal data on: birth place, past 
employment f schooling 

• 


Obtain application form 
Conqplete all applicable information 
* asked for on the form 


t 






o . ^ 


« 

• 


} 

it • 

• 


* • 

'V 










• 




\ DECISIONS 

Is correct ^application form be:big used 
Does this Ques'tion need to bl^^^ansuArpd 


CUES 

Job applying for / 
being asked ' . ^ / 

t » 


ERRORS 

Supply tainecessary or irrelevant in- 
formation 

^P^lete information that may be perti*. 
nent to employer 

■ • ■ ■ )- ■ ■ • 


• 




r 

« • 


> 








* ...... , 
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rrASK^STATEMENT) COMPLETE JOB APPLICATION 



\ 



SCIENCE 



None 



MATH -~ NUMBER SYSTEMS 



Counting 



. COMMUNICWrONS 



: ^ ^ 

PERFORMANCE MODES 



Writing 



Reading 



EXAMPLES 
Fill in application form 

Follow directions 



/, SKILLS/CONCEPTS 

i - 
f * 

Spelling 

Clarity of expression 
'Legibility 
Coisprehextsion 
T^rviinology 



6 (TASK STATEMENT) PARTICIPATE IN A PERSONAL TNTURVTF.W 



v' j 

TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 


j STEPS 


SAFETY - HAZARD 


Completed application form 
Letters of recommendation 
Mrth certificate 
IVanscript or diploma 

* 


1 5?et up appoitvtment In advance 
Be properly grooroed and wear 
„ appropriate clothing v 
Review company policy 
Arrive on time for interview ' 
Qreet interviewer enthusiastically 
Answer questlr>ns honestly 
Thank interviewer ' ' ' 


None 

r 

* « 

** > 


• 

\ 

^ K 

* , 


' \ 


V 

• 


DECISIONS 

Time of interview; mutually agreed upon 
Determine order of questions about 
possible .iobv^ 

/ , • \ 


CUES 

' Set interview at convlent time . 
Ask direct questions * j 
Specify' interest ar^as of. applicant\^ 

J 


ERRORS * 
Arrive late . 
Interviewer receives wrone answer 
Selec^e^ For \^ong job' 




♦ • » / > ' 


e I ^ 
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(TASK STATEMENT) PARTICIPATE IN A PERSONAL INTERVIEW 



SCIENCE 



Behavioral^' Science 
Poster trust 
Integrity • 

Sel£*con£itdence, self-control 



PERFORMANCE MQDFfi 



Speaking 

Listening 

Reading 

Viewing 
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None 



COMMUNiCATIONS 



EXAMPLES 



MATH - NUMBER SYSTEMS 




3 



Going through the intei^^iew process 



( SKILLS/CONCEPTS 

Poise gfitstures, enunciation, termino- 
logy, clarity of expression , Implying 
Concentration, logic, recognize opinion 
Proposals 
Maocry 
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(TASK STATEMENT) WRITE ..A FOLLOW-UP LETTER OF APPRECIAXION 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 


STEPS 


SAFETY - HaJzARD 


Stationary 

Pen lor typevnriter 

«> 

'i 


Establish proper recipient 
Use correct form of letter writing 
Include proper information in body of * 
letter 

A 

9 


None . 

, \ - •. ^' 


DEC!SJONS 

Determine cc^i^y position of person 
; giving interview 

Proper information needed in the lettet 

4 ' 


CUES 

Courtesy begets consideration -^-/^ 
Name and position dropping-inflate ego J 

Thanks for time, consideration and 

tlnent highlights of the interview ^"^ 
Offer future services / 


ERRORS 

May never get to person for whom in- 
tended 

May result in a *ho hum* letter 
May give impression of unappreciative** 
ness 
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(TASK STATEMENT) WRITE 1' FOLLOW-UP ' LETTER OF APPRECIATION 



SCIENCE . ^ 

. Cf_ 


« 


* '* " 1 ■ ■- 

. MATH - NUMBER SYSTEMS ' * * 


Behavlora}.' Science 
HtBun relations 

* 


* 


None 












> 

- 


1 


r 

v 


* 4 

V 




COMMUNICATIONS " ~ 




PERFORMANCE MODES 


EXAMPLES 


SKILLS/CONCEPTS 


Writing 


..Conposlng a letter 

* 




Letter £orm 

Legibility 

Spelling 

Terminology /general vocabulary 
Clarity of expression " - 
Logic 






/ 
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(TASK STATEMENT) COMPLE|g A PLACEMENT AGREEMENT 



tools) equipment. MATERtALS. 
O'BJECTS ACTED UPON 


StEPS 


^ i^ .^ SARETY - Hy\ZARD , 


Agreement, forms ' " ^ 
Social security number ' 

* • 

• 

» 


Obtain agreement form 

Coioplete applicable areas 

Obtain slg^tures o£ parties concerned 

* .« > 

• 

A 
-\ 

\ 

• 


Nozjte ' 

..J ' ' 

* 

A 


DECISIONS . 

Are conditions outlined on the form 

* •workable br ••attainable^* 
Who is to sign 

O: . 

• 

1 


CUE? > 

Be sure job demands axe cox^patlble vfth 

agree aent conditions 
The compmy representative authorised 

to sign ' ' * 

T 


ERRORS 

Kay not be able to perform job In <. 

hours alio ted t equipment stq;)plled 
Hay result In Illegal placement 

agreement 

« 
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(TASK STATEMINT) (X»fPLETE A PIACpiEHI AGREEMENT 



SCIENCE 




MATH - NUMBER SYSTEMS 



Behavioral Science 
Human relations 



Counting 



COMMUNICATtONS 



PERFORMANCE MODES 



Vfrltlng 



Readiag 



EXAMPLES 
Fill in application form 



Follow directions 



13 



SKILLS/CONCEPTS 

Spelling 

Clarity of expression 
Legibility , 
Cottprehension 
Teminology 



33. 



DUTY B 



Developing Huaan Relations iA Agri-Businesse* rna/ot Setviee* 



2 
3 



•Maintain effective relations between fellow eaployees. 
Maintain effective rcUtldns iietween epplpyef \ind 
Maintain effective relations fetweeh eioployec and coifpany 
Maintain effective 'rciations between eapldyee an^ - custoaer 




j 



5^ 
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• ' (TASK STATEMENT) MAINTAIH EFFECTIVE RELATIONS BETWEEN FELLOW E^LOYEES * 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 


STEPS 


! 

SAFETY - HAZARD 


None 


Recognize features that: compose effec- 
tive felloH employee human relatr.ons 

Recognize constituents of personality 
make-up 

Analyze Individual personality 
Avoid personality conflicts with fdllow 
enq>loyees 

^ L 


None . ' ' ^ 

• 

^ '■■ 

- ^. 

\ 
\ 

♦ 

\ 


|\ DECISIONS 

bejtermine beat procedure to avoid 
1 conflicts 

foetermine best procedure to Improve X 
1 personalities 


CUES 

Recognition of human relations 
Personality make-up 
Individual personality . 
Analyze individual personality 

• 

- 1 


ERRORS 
Poor relationships 

Non-imprcvement in own personality 

a 
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(TASK STATEMENT) MAINTAIN EFFECTIVE RELATIOlJS BETWEEN PELLOW EMPLOYEES 



SCIENCE 



MATH - NdMBER SYSTEMS 



Behavioral Science 
Human relations 




None 



PERFORMANCE MODES 



Speaking 



Listening 



COMMUNICATIONS 



EXy^MPLES 



Developing speech 
orders, sales 
discussing Job 

Fellow employee 



effectiveness (glvlrig 
piresentatlons » 

situation,, etc) 
conversing 



SKiLLS/CONCEPTS 



Tarvfllnqlbgy, enunciation, clarity of 
expreaalon^i persuasion, logic, 
gesture, palse \ 

Re^ognlr|i opizilons, concantratix^n 
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(TASK STATEMENT) MAINTAIN ELECTIVE "RELATIONS BETWEEN. EMPLOYEE AND SUPERVISOR 



TOOLS. EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 



Business organization* chart 
Job descri^^n form 



L 



STEPS 



DECISIONS 

Follow expected organizational pattern 
Dete^^mine role to play 
Determine job advancement 
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Interpret line organizational pattern 
Follow job description assigned ) 
I^rform tasks assigned, by supervisor 
Keep lines of conaunications open 

between superiors ' 
Accept helpful suggestions from super- 
visors 



SAFETY HAZARD 



O CUES 

Perform job role 
Work on assigned job 
Communicate often 



None 



ERRORS ^ 

Lose job 

Unhappy supervisor 

Stop upward mobility on job 
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(TASK STATERjENT) KkTSUm EFFECTIVE REIAnONS BETWEEN . EMPLOYEE AND SUPERVISOR 



SCIENCE 



Behavioral Science 

Foster cooperation axid trust 

CooBuialcate pride in establlshxaent 

Exhibit self-respect, control and confidence 



MATH NUMBER SYSTEMS 



None 



, COMMUNICATIONS 



PERFORMANCE MODES 



Speaking 
Listening 



/ 



EXAMPLES 



Develop effective speaking ability 
Be a good listener 



SKILLS/CONCEPTS 

Implying, logic, clarity of expression 
Reco^:il2e opinions,, discriminate facts 
from nonr facts 



■ (TASjK STATEMENT) MAINTAIN EFFECTIVE RELATIONS BETWEEN EMPLOYEE AND COMPANY 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPCN 



None 



DECISIONS 

Let coapany policy dictate my standards 

Let tecognlzed moral standards effect 
actions 



. STEPS 



I Clarify coti5)any policy— 
I Recognize company goals 
iRemain loyal to the company 



SAFETY - HAZARD 



None 



CUES ' 

Are company policies compatible with my 

policies. and standards? 
Honesty and above-board tactics 



ERRORS ■ 

Ineffective, unworkable, dlssatlsfac^ 
tory 

Dissatisfied custom&^s, controversial, 
position between employee/company , 
ineffective enthusiasm for position 



c 
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SCIENCE 




MATH - NUMBER SYSTEMS ^ ' 


Behmvlbral Science 
Huaen relations 




None 

«« 
.1 






) 

0 


/ 


i 


• 


t 
% 

I * 


• * 
• 


V 


« 


COMMUNICATIONS 


J 


' PERFORMANCE MOOES 
Speaking 

Listening 


EXAMPLES* 

'''Developing speech effectiveness ^ 
Discussion policy 

Receiving Instructions on coapany policy 


SKILLS/CONCEPTS 

Tenilno)x>gy9 enunclatl^>n, clarity of 
expresslont gestures, poise ! 

Discrimination of facts from non^facts, 
vord definitions 




< J* 










' <<• 


1 -. _ — 
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(TASK STATEMENT) MAINTAIN EFFECTIVE RELATIONS BETWEEN EMPLOYEE AND CUSTOMER 



TOOLS, EQUIPMSNT, MATERIALS, 
OBJECTS ACTED UPON 



None 



DECISIONS 

Gain customer attention 
Fulfill needs of /customer 

Develop desire In customei* to return 
for repeat sales 



STEPS 



Proper customer recognition 
Treat customer ,with courtesy 
Interpret needs of customer 
FulfllX customer needs to comply with 

company goals 
Cement strong relations wltli customer 

for • repeat sales ^ 



SAFETY - HAZARD 



7\ 



Nohe 



' CUES ' 

Make proper appears^qe 
Customer Indicates needs 

Answer customer questions to meet his 
needs 



/ ERRORS 

Lost sale / 

Improper merchandise sold (dissatis- 
faction) I 
No return sales 
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(TASK STATEMENT) MAISIAIN-KFECTIVE RELATIONS BETWEEN EMPy)YEE AND CUSTOMER 



SCIENCE 



Behavioral Science 

Consiiler consinr^r needs 
Pi'lde in establlshDoent 
Maintain integrity 

' Self-confidence 
Maintain custooer^s privacy 



MATH - NUMBER .SYSTEMS • 



None 




COMMUNICATIONS 



• 5 
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A PERFORMANQTliiODES 
Speaking 

Reading ; /— * 

Listening 

Viewing 



EXAMPLES 



Talking to customer about Qoncems 



Look at custwser needs (proposals) 



Custoioer concerns 



Codes and emblems' 



SKILLS/CONCEPT S < ^ 

Vocabular^» clarity of expression » acci^ 
acy» dlctignT gesture's » facial and 
body features 9 tact 

IntiftrpretiitionSy locating datai speed 
and rate 

Auditory |j discrimination » concentration » 

note taiclng» logic ' 
Visual analysis 9 mei»ory» recognition of 

codes and epdslems 
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Dtr;}? C ^ Managing Btislness Money In Agrl^Busiuess and/or Services 

2 
3 
4 
5 



Ipventory 
-D^^^ralne Insurance needs 
Fijevent theft. losses j 
Managing* business vcney in agri*business 
Borrow noney^^ / • ; 



I i 
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(TASK STATEMENT) DETERMINE INVENTORY 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 



Inventory sheets 
Perpetual inventory 
Adding machine 
Calculator 
Pencil 



card 




STEPS 



Conduct a physical Inventory 
Correct perpetual Inventory cards to 

correspond with results of physical 

Inventory 

Multiply the quantity of each Item by 
the cost price of each Item to get 
the dollar value of each kind of 
Item In inventory 

Add dollar values of each kiil^ of item 
together to get total dollar value 
of Inventory 



DECISIONS 



Select the ipethod to conduct the 

physical Inventory 
Select a method tc post 

results of physical inventory to 

the perpetual inventory 



SAFETY - HAZARD 



Heavy items may hAve to be moved 
while conducting the physical 
inventory /personal injury 



CUES 

Method which will work best with the 

kind of inventolry kept 
Will not confuse the operation of the 

perpetual inventory 



^ ERRORS 
Wrong count taken 

Posting results of physical inventory 
may confuse operation of perpetual 
inventory 

Items may be added or multiplied 
wrong giving, an untrue inventory 
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tTASK STATEMENT) DETERMINE INVENTORY 



SCIENCE 



MATH 



NUMBER SYSTEMS 



None 



Coxmtlng 



Coding - recognize and identify each unit involved by 

assigning necessary symbols, ntnaerlcal or literal 
Addition algorithm 
Subtraction algorithm 
Multiplication algorithm 



COMMUNICATIONS 



PERFORMANCE MODES 



EXAMPLES 



SKILLS/CONCEPTS 



Reading 
Writing 



Numbers 
Nu£d)erB 



Detail/inference 4 
Detail/inference 
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(TASK STATEMENT) DETERMINE INSURANCE NEEDS 



r 



TOOLS* EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 



STEPS 



SAFETY - HAZARD 



Policies 
Charts 



/ 



DECISIONS 

Who will be covered 

Party paying for Insurance 

How much Insurance to get 



Examine motor vehicle: £lre» vlnd» and 
hall; theft; public liability; hospi- 
tal; life Insurance; health and accl* 
dent; workman^s compensation; credit 
life; and social security 

Organize essential needs of Insurance 
Compare co$ts and value of policy 
Figure most needed 
Take out policy 



None 



CUES 

Read policy carefully 
Know agent 



ERRORS 

Wrong coverage t not ample 

May not be able to pay premium/ 

Over or underlnsured 



ERIC 
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(TASK STATEMENT) DETERMINE INSURANCE NEEDS 



SCIENCE 



Basic Sciet}^ 



MATH 4r^ NUMBER SYSTEMS 



Use of Nuabers (without calculation) 
Counting t Coding 

Fundaitental Operations (calculation) 
Addition y subtraction^ taultlpllcatlou algorltlms 



COMMUNICATIONS 

< 


PERFORMANCE MODES 


EXAMPLES 


SKILLS/CONCEPTS 


Listening 


Disseminate information 


Auditory dlscritainationy detection of 


• 




propaganda devices ^ dlscrlttinate facts 






from non*factS| recognize opinions » 






concentration 1 logic » word definition, 


Reading 




note taking, noise dldcrimination 


Review forms 


Costprehensxon^ detail/inference^ speed/ 






rate, informational reports, recomen* 


% 


/ 


datlon reports, progress reports, physl^ 






cal reports, proposals, description of 






mechanism, definition, terminology. 






process reports * instructions 


Writing 


Listing findings 


Penmanship, spelling, classification. 


a 




memo format, description, reports, 
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(TASK STATEMENT) DEIESMIIiE IHSURANCE NEEDS 



SCIENCE 


MATH - rjluMBER SYSTEMS 


r 


/ 

/ 

/ 


COMMUNICATIONS 


PERFORMANCE MODES 
Speaking 


EXAMPLES 
Talking with agents 

r 1 , 


SKILLS/CONCEPTS 

business/ letters 9 tersinology /general 
vocabulary t appropriate diction » 
clarity/ of expression » persuasion and ' 
sales t£echnique» denotative /conztotativa 
words/ logic » usage 

Terminology, genaral vocabulary , appro - 
priat^e diction » iaplying, ^unciation, 
clarity of e3q>re88ion» persuasion and 
sales technique, denotative/connotative 
vords, logic, gestures, dress, facial' 
and body features, poise, usage 



o _J , I 

^ ^ si 



(TASK STATEMENT) PtEVEHT THEFT LOSSES 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON | 


■ * ' 
1 STEPS 


1 


SAFETY - HAZARD 


Surveillance of equlpiaent 1 
List of aecurlty fotce evallable 1 
Files on employee background and | 
tecoMendatloas 1 


1 Idoitif 7 aodes of theft and people 
1 involved 

1 Recognize steps for prevention 

/ 
/ 

/ . 

/ 

/ 

/ 

/ 


Avbid otttxl^t physical coaftaatation 

/ with ahoplliter 
Uw officers are to perform this fane- 

/ tiOtt 

/ 


DECISIONS 

Who is Involwd? 
What is Involved? 
Mechanics of theft? 

Is a security force necessary? 

Have esployees b<^ properly screened 
for honesty? 

Hill physical features aid in 
prevention? 

Should employee training in recogni* 
tion aid in prevention? 


CUE? 

Shoplifters » fseployees 

^ioQey and nercliandise 

Shoplifting^ eabessleacntt cash register 
discrepencies 

Many saall items » excessive store 
traffic nay warrant security force 

R^>loyee may be bonded^ Reference in« 
formation stresses hcmesty in charac- 
ter 

Two way mirrors convex mirrors^ low 
shelving » su^rvelllance of equipment 

£iq>loyee is th^ intermediary between 
products and monej (cost) 


ERRORS 

Loss of Inventory 
Money loss 

Incoi^>etence may cesult in loss^ts - 
Costly losses 

Lack of operation due to mechanicel 
failure 

Improper employee attitude can sanctiea 
losses 
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(TASK STATEMENT) FREVEHT 1HEFT LOSSES 



SCIENCE 



MATH - NUMBER SYSTEMS 



I f^j^Tloral Science 
Fsycho^ogy 
CriKbiology 



Basic Mftth Skills and Concepts 
Haasurasent (linear) 



COMMUNICATIONS 



PERFORMANCE MODE;> 



Viewing 



Speaking 

Listening 

Sensitivity 



ERIC 
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EXAMPLES 

Coverage of store area or property 

involved 
Customer or visitor clientele 
Crisdnals disguises 
Enplcyee instructions 

r 

Conversational leads ' « 
Criadnal disguises 
Crijdnal awareness 



SKILLS/CONCEPTS 
Visual analysis 

Memory 

Tf^^ninology, vocabulary, iaplylng, 

persuasion, logic 
Logic 

Hoise discrlaination 
Kane tics, body language 



33 
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(TASK STATEMENT) iggACjaiG BPSIHESS MONET IN ACRI-BDSIHESS 



Tools, equipment, materials, 
objects acted upon 



T 



TiaMhMt or card - 
Adding Mchlnc 
Caculfttor 

B^>lo3rer*s guide for tMx deductions 



, STEPS 



.SAFETY - HAZARD 



Coapute »inqteg end hours worked 
Figure gross salary 
Deduct FlOl.tax 
Deduct federal tax 
Deduct state aud/or local tax 
Otoduct other foras of payroll deductions 

such as credit union» dues^ uniforas» 

etc. 

Cospute take«bose (net) pay 
Write paycheck 



None 



DECISIONS 

What is the hourly rate or weekly 
salairy? 

Deteruiue rate of pay to withhold 



CUES 

FoUov pay chart sefup along with 
schedules available 



ERRQR S 
Not correct aaomt on check 



ERJC 
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(TASK STATEMENT) IttHISIBG BVSIHESS MOSEY IK AGSI-BUSIIIBSS 



SCIENCE 



MATH - NUMBER SYSTEMS 



Non^ 



Basic Math 

Addition, scd) traction, wltlplication, division, 

algorithms ^ * 



COMMUNICAUONS 



PERFORMANCE MODES 



Writiixg 
Beading 



ERIC 



examples ; 

Record information 

Review charts end schedules 



35 



SKILLS/CONCEPTS 

Vpcebttleiryt oatlinlngt descriptions > 
orgenisatlont spelling > grs— sr 

Sklflodngt word recosaitlon^ lettetr 
dlsqrl«lnetlon 



. \ 
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{TASK STATEMENT) BORROW mWSI 





TOOLS^ EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 


STEPS 


SAFETY - HAZARD 




Records 
Cash flow 
Balance' sheet » 
Loan application form 

Potential lender list V 

■ } 


Determlxie aaount needed 

List potential sources of supply 

Conpare and rate lenders' advantages^ 

and disadvantages to lay specific 

needs 

Select lender vho best laeets needs 

from comparison 
Submit loan application 

; 


None 

• 




DECISIONS 




ERRORS 1 




Do I need bcrrowed money? 

Wio are potential lenders? 

Da outstanding differences exist 

betveen-lenders? 
Which lender best neets ny needs? ' 

Have I net criteria of lender *s appli- 
cation fona 


Insufficient capltol to operate' 

business efficiently 
Ifaiiqueness of,lendl7ig Institution to 

my business and Its needs 
Coi^>arlson of interest rates^ service^ 

payback requlro.aents» collateral 
Lender meets more closely our criteria 

Filling the application form 


May pay for borrove.d money when not 1 

needled 1 
May not: qualify imder lending laws 1 

or procedures 1 
Foreclosure t high Interest rates, B 

unaccepted application ■ 
Hlsinterpretatlon of lender's qualifies 

cations ^ 1 
Loan rejected/wrong interpretation 1 
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(TASK STATEMENT) BORROW MONEY 



SCIENCE 



MATH - NUMBER SYSTEMS 



Behavlorml Science 
Psychology 



Gexieral Mtth 

Percentages t figure interest » figure repsyaent, cash flov 
and balance sheets » ratio 



COMMUNICATIONS 



PERFORMANCE MODES 



Speaking 
Writing 

Listening 



EXAMPLES 



Loan application 



Loan application 



Loan application 



ERiC 




rz 



/ SKILLS/CONCEPTS 

Temlnology/general ^cabulary» persai* 
sion» clarity of expression » logic » 
usage 

PenMnsblpy spellingt aeiK> forsaty de- 
scription , reports 9 teralnology/gen* 
eral iticfbulu^, clarity » logic » 
usage 

ns'^criadnate facts froa non-facts, note 
taking t vord definition 
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Performing Office Procedures 

1 Fll^e tax record Inforaatioii and compile Inforaatlon necessary 

for bu^lhe»s taxes 

2 Calculate tl:;e daily cash balance 

3 ^ Hake bank deposits 

4 Write checks 

5 Conduct inventory 

6 Audit bank stateabnt and balance 

7 Mark up price of products 

8 Control inventory 

9 Prepare ctistoc^r account statements 



\ 

74 . . 





1 / 

i ' . 

i 

(TASK STATEMENT) FILE TAX RECORD INFORMATION AND COMPILE INFORMATION NECESSARY FOR BUSINESS TAXES 




TOOLS, EQUIPMENT, MATERIALS. 1 
OBJECTS ACTED UPON 


- 

STEPS 


SAFETY - HAZARD 




Tax forms 

Business machines 
Flies to keep receipts 


Review personal property tax forms 

Review real estate tax forms 

Review sales tax forms 

Review Income tax forms (federalt state 

and local) 
Record all necessary information 
Prepare forms fo'' •xamlner 
Take forms and ii. rmation to examiner 
Sign conpleted forms 
Mall forms to agencies along with any 

needed money 


None ' 

/ 




DECISIONS 
Who will coBpute forms? 
vniere to and when to send forms? 

\ 


CUES 

Route to most capable person 
Return forms on correct dai:e 

/' 


ERRORS 

Taxes figured wrong 
Late penalty 


ERIC 


• 


y 


/ 

• ( 
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(TASK STATEMENT) FILE TAX RECORD INFORMATION AND COMPILE INFORMATION NECESSARY FOR BUSINESS TAXES ^ 



r \ 

) • SCIENCE 


MATH - NUMBER SYSTEM^ 


None 

* 

• 


Basic Math 
Arithmetic 

Addition algorithms 

Subtraction algorithms 

» 

W 


COMMUNICATIONS 


PERFORMANCE MODES 

Writing 
Speaking 

Reading 


EXAMPLES 
Record essential information 

Listen to results of findings 
Rev^^ material 


SKILLS/CONCEPTS 

Vocabulary, outlining^ descriptions, 
organisation, spelling, granmar 

Pronunciation of words, vocabulary, 
language, awareness of audience, 
descriptions - accurate, using 
gestures/facial expressions 

Skimming, word recognition, letter 
discrimination 



(TASK STATEMENT) CALCULATE THE DAILY CASH BALANCE 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 


STEPS 


SAFETY - HAZARD 


Cash register or drawer 

Adding machine 

Invoices 

Cash 

Checks 

Pencil 


Determine cash and checks on hand at the 

beginning of the day 
Add cash and checks taken in during the 

. day : 

Subtract any liwney taken out during tl^e 
day 


None 


DECISIONS 
Find beginning balance before any 
transactions in the day are made 


CUES 

Accomplish before opening for business 


ERRORS 

New cash balance may be cdnfused with 
the current day transactions 

Invoice totals may not be consistent 
with cash knd 'checks taken in or 
taken out 



• 

1 
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(TASK STATEMEWT) CALCUUTE THE DAILY CASH BALAHCE 



SCIENCE^ 




MATH - NUMBER SYSTEMS 


None 

s 




Counting ^ 
Addition algorithm 
Subtraction algorithm 
Multiplication algorithm ^ 




V 






COMMUNICATIONS 


PERFORMANCE MODES 


EXAMPLES 


SKILLS/CONCEPTS 


Writing ^ ^ 


Nusabers from invoices and Adding 
isachlne 

Niuabers when detersdning cash balance 


Comprehension 
Reports 


■ > \ 






/ 






• 


1 
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(TASK STATEMENT) MAKE BANK DEPOSITS 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 


STEPS 


. SAFETY - HAZARD 


Bank deposit slip 

Calculator 

Checks 

Cash 

Deposit envelope 

* 

T 1 


Fill out bank deposit slip listing . 

checks and cash separatelyv 
Endorse all checks 
Total the deposit slip 
Enclose the checks^ car^ and deposit 

in a deposit envelope 
Deliver to the bank ' 

1 (. 

1 ^ 


Nbne^ 

\ 

\ 

\ 


DECISIONS 

Select a tlioe to xsaks bank deposits 
Select what taoney is to be deposited 

Select the saethod which the deposit 
will go to the bank 

L . J 


CUE? 

When money is accumulated 

Part of money may go directly back into 

cash register 
K&llt night deposit » or in person 


ERRORS 
Honey may be lest 

Deposit slip total may not equal the 
money contained with it 
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(TASK STATEMENT) MAKE BANK DEPOSITS 



StCIENCE 



None 



PERFORMANCE MODES 



Reading 

Writing 



ERJC 



T 



MATH - NUMBER SYSTEMS 



Couatlng 

Afldltlon algorithm 
Subtraction algorithm 



COMMUNICATIONS 



EXAMPLES 

deposit slip, check numbers 
deposit slip, check numbers 
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SKILLS/CONCEPTS 

Comprehension 
Fennanshlp 



(TASK STATEMENT) WRITE CHECKS 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 


STEPS 


^ SAFETY - HAZARD 


Checkbook 
Pen 


Date the check 

Fill out to whom the check is to be 
written 

Fill out the anotmt of the check 

Write down what the check is written for 

Sign the check 

Fill put the check stub 

% 

V 


None 


DECISIONS 

Determine that checking account has 
enough money to cover the check 
being written 

Determine that check has been filled 
out properly 


CUES 

Check the accotmt balance before writing 
the check 

Go over the check after it is written 
to see if it has been filled out 
properly 


ERRORS 

Inadequate balance in checking account 
to cover amount of check - cause 
check to bounce 

Check invalid if not signed properly 



/ 
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(TASK STATEMENT) WRITE CHECKS 



SCIENCE 



Hoae 



PERFORMANCE MODES 



Wrltlag 



89 



ERIC- 



MATH - NUMBER SYSTEMS 



Addition algorlthas 
Subtraction algorltHms 



COMMUNICATIONS 



EXAMPLES 
Inforoatlon on the check 
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( SKILLS/CONCEPTS 
Penmanship, spelling 



in 



(TASK STATEMENT) CONDUCT INVENTORY 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 


STEPS 


SAFETY - HA7:ARD 


Inventory sheets 
Pencils 
Calculator 
Adding machine 

> 


Determine what itetns are to be invento* 
ried 

Determine who will conduct inventory 
Determine procedure for running inven- 
tory 

Conduct the inventory 
Compile and Itemize results 
Post results 

Analyze restrlts ^ 


Moving heavy or sharp objects/personal 
injury 


: DECISIONS 

Select items to be inventoried 
Select personnel to conduct inventory 

Select procedure for running inventory 


1 CUES 

Department or storewide 
Past work performance 

Personality 

Attitude 
Type of business 
Personal preference 
Type of records 


ERRORS 

Miscounting 

Miscalculating 

Incomplete 

^ 

1 
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(T ASK STATEMENT) CONDUCT INVENTORY 

SCIENCE 



None 



r 



PERFORMANCE MODES 



Speskitig 

Reading 
Writing 

Viewing 



4 : 



ERLC. 
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' ' ftrtATH - number' systems 



Addition, subtraction, Timltiplicatlon 



COMMUNICATIONS 



EXAMPLES 



Working ia groups; relate item name or 

ninnber to' another person 
Product package label and/or number 
Product description and/or number and 

quantity 

Recognize kind of product and how many 



5;KILLS/C0NCEPTS 
Clarity of expression 

Penmanship 
Description 

Recognition of symljols 



94 . 



49 



(TASK STATEMENT) AUDIT BANK STATEIIENT AND BALANCE ' . 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 


7 . * STEPS* 


4 

" SAI=EtV HAZARD 


*Adding machine or calculator 
Checkbook 

Pemcil , • . ' 
Bank statement . ^ 

1 

« 

^ / 

• 


Acquire record book or checkbook 

Align, chpck by nnmei^cal order 

Check off returned checks and deposits 

by numerical order 
Subtract checks not returned (out- 
" standing checks) 
Subtract bank service charge ^ 
Compare bank balance with company 

balance • 

Record any change in bankbook ^ 
* * 


' None 

> OP 
4 » 

; 

• % 


DECISIONS 

Are figures complete? 

Determine how often to audit: books 

/ 

J 

* 

• 

i 


CUES 

Observe any fip^ures that did not agree 
• 

• 

/ 

♦ 

0 


.ERRORS • ^ 

Figure balance incorrectly 
• Balancp not same in checkbook and 
bank* statement 

• 
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J (TASK STATEMENT) AUDIT BA^tK STATEMENT AND BALANCE 



SCIENCE 



None 



lyiATH - NUMBER SYSTEMS 



Basic Math Skills. - 

Addition and subtraction 



COMMUNICATIONS 



PERFORMANCE M^DES 



Reading 
Writing 



ERJC 
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EXAMPLES 



Review "figures 
Record results 
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SKILLS/CONCEPTS 

Skimming, word recognition, tetter 
' discifimlnation ' 

Vocabulary, outlinjLJigf .descrip^tions, . 
organization, spelling, grammar • 
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(TASK STATEMENT) MARiC UP PRICE OF PRODUCTS 




TOOLS, EQUIPMENT, MATERIALS/ 
OBJECTS ACTED UPON 



l^encll 
Calculator 
Adding machine 
Invoices 



DECISIONS 
Determine costs and freight cl^rges 

Determine overhead costs 

Detenalne reasonable profit 



STEPS 



Deter^ne wholesale costs and freight- 
charges 

Determine overhead costs and reasonable 
profit 



SAFETY - HAZARD 



None 



"A 



' CUES 
Invoice^ and freight bills ^ _ 

Rates (electric^ wages, rent^ insurance^ 

etclV 
Amount desired over cost 
Price in relation to competition 



ERRORS 

Mark up too high - product will not 
sell 

Mark up too low - no profit 



ERIC 
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STATEiMENT) MASK UP PRICE OF PRODUCTS 



SC!ENCE 



None 



' MATH - NUMBER SYSTEMS 



Coordinate system 



r' 



COMMUNICATIONS 



PERFORMANCE MODES 



Reading 
Writing 



/ 



V 



ERJC 
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EXAMPLES ' ' ' 


SKILLS/CONCEPtS 


Invoices and freight' bills 


Recognition of symbols and signs 


Ntsttbers • • . • 


Plscrimlnation of symbols » accuracy 


1 

• 




V 
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, 4 
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(TASK STATEMENT) CONTROL INVENTORY 



TOOLS, EQUIPMENT 3mATER I ALS, 
OBJECTS ACTED UPON 



Perpetual inventory cards 
Purchase order pad 
Pencil. 

Sales invoices 
f Packing slips 
Hetum permits 



STEPS 



Determine pr^ent stock 
Anticipate future sales 
Review past sales records 
Order products 

Maintain perpetual inventory 
Deplete outdated stock 



SAFETY - HAZARD 



None" 



. DECISIONS 

Determine when to take a physical 
inventory , 

Determine if ^season is approaching 
for se^asonal sales and sales promo- 
tion items 

Determine how prices effect quantity 
ordered 

Method of transportation 



CUES t 

Inventory is being depleted 

Diocrepencies between perpetual and phy 
sicai inventory 

Seasonal dfemand.for product 
Review price structures 
Methods available 



ERRORS 

Might miscount inventory 
Might overstock ^Inventory 



Might undcr&tocjc inventory 
Might stock improper inventory 
Low turnover rate' 
Customer dissatisfaction 



ERld • 
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(TASK STATEMENT) CONTROL INVENTORY 



r 



SCIENCE 



MATH NUMBER SYSTEMS 



None 



Addition, subtraction 9 multiplication 



\ 



PERFORMANCE MODES 



Writing 
Reading 



COMMUNICATIONS 



EXAMPLES 

Fill out inventory form 
Write purchase order 
Perpetual inventory cards 



SKILLS/CONCEPTS 

Memo format, pemaanshipf^ terminology » 

clarity of expression 
Terminology/general , vocabulary 



(TASK STATEMENT) PREPARE CUSTOMER ACCOLW STATEMENTS 



TOOLS. EQUIPMENT. MATERIALS, 
OBJECTS ACTED UPON 


STEPS 


SAFETY -HAZARtJ 


Customer account cafds 
Custom«;r account statements ' 
Envelopes ^ .* 
' Typewritei^ > 
•Pencil 
Calculator 

• 

• * 

# * 


^e^errainV balance from customer, account 
/ card 

)<ecord ^amount (either debit * or credit 
h?l;?nrp) onto ru<5tOTrj*»rv Acronnr ct^xA ' 

Write custoMr's name and address on, 
statement 

Date -statement 

Write on statement when statement 

balance is due, discounts, interest \ 
charges,-etc« 

Address envelopes and 'insert customer 
account statements^ 


" - 0 

Nona . 

*. 

\ 

* > 
« 

t 


Select when to send customer account 
stfttements 

Determine discounts and interest 

charges for early and late payment 


CUES 

Montdly 

Something that will be an incentive to 
pay on time , 

; ^ 


ERRORS 

• 

Two people .with the same name - may 
send wrong balance due to a jhusto* 
mer 

If accounts are not collected, 
• business -may be ruined 

: \ 
* $ 



• • • 










■■ m ■ ■ 

(XA^K STATEMENT) PREPARE CUSTOMER ^ACCOUliT STATEMENTS 






• 




SCIENCE 


> 


' MATH ^ NUMBER SYSTEMS 






None 

» 




Coordinate system, indexing 

Addition algorithm k 






• / 






• 


i 




> 






* 

4 

i ' 

- i 

* • • 










* 


1 

\ . 






4 


COMMUNICATIONS 


t 


( 




PERFORMANCE MODES * 


EXAMI^LES- 


SK 1 LLS/LONCEP iS 






Reading ^ 
Vfrxcxng ' 


Customer account cards 

On customer account statement^ 


Informational reports 

Penmanship • 


V 








< 

r 




r 






r 




\ 

\ 






• < 
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DUTY E Advertising and ^Promoting in Agri-Businesses and /or Services 

1 Prepare newspaper advertising 

2 Prepare radio advertising . 
3" Prepat^e direct mall advertising 

4 * Prepare television advertising 

5' Prgpare magazine advertising 

6 Prepare billboard advertising 

7 Prepare a plaqe of business display 

8 Develop an advertising budget 

9 Prepare an advertising, calendar ' « 





(TASK STATEMENT) PREPARE NEWSPAPER ADVERTISING- 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON . . 


STEPS 


SAFETY - HAZARD 


Local' survey results of advertising 
Budge't ^ * ^ 


Review advertising budget , ' 
Inventory jieeds of coupany 
Determine costs 

Select *paper(s) in which to advertise 
business 

Determine product/servi^ce to advertise 
Determine when to advertise products 

(seasons of year) ^ ^ ^ 
Analyze length and type of advertising 

(classified or full p^e) 
Evaluate effect cf advertisement 

campa^gn,.^^-.^ — 


Ifone . ' • . . 

\ 

» %f 

i 

« J 






i 


DECISIONS 

Fifure total apiount of budget to speni^ 
on newspaper advertisements 


CUES 

Follow recommended format for advertis- 
ing in' newspapers ^. . 


ERRORS 

Overspend budget 

Do not reach proper clients 


* 


* * 

1 
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(TASK STATEMENT) PREPARE NEWSPAPER ADVERTISING 



SCIENCE 




MATH - NUMBER SYSTEMS 

• 


None 

» 

V. 


4 


Basic probability/- skills and concepts 

Basic statistical skills and concepts ^ 

iiinear nieasure ^ 

Area measure 

Time /calendar 

Money/interest ^ 




» ♦ » * 




« • • • 


< 


/ 

COMMUNICATIONS 


• 


PERFORMANCE MODES 

Speaking 

• 

Reading 

♦ 

Writing 
Listening 


EXAMPLE^ k 
Talk with advertisers 

Read forms and results 
Record findings 
Feedback from newspapers 


SKILLS/CONCEPTS . ' 

Pronunciation of words, vocabulary, 

language, awareness of audience, de* 
- scriptlons - accuratft, using gestures/ 

facial expressions ^ « 
SklaiBing, word^ recognition, letter 

discrimination 
Vocabulary, outlining, descriptions, 

organization, spelling, gramar \ 
Discrimination between Important/unlm* 

portant information, hearing, croncen- 

tration 


i 
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(TASK STATEMENT) PRKPARF lUOTO AmnDRTISIHG 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPQN 


; STEPS 


SAFETY - HAZARD ' 


Loca\ ^yrvey of r^^^ults' -. 
Budget 

Radio salesperson 
ContT^uitv wrif<»r 

Sales figiTPs projecfed estj!n.Ttes, 
market analysis data 

• * 


Study needs of company 

Review advertising hudj»et 

Select' prodt'ct/service to advertise 

Choose: what season to advertise 

produrt/servtre ^ 
Pinpoint tari^et mark^^t demopranhics - 

psyclioj^raplidcs 
Choose appropriate station(<5'^^ ^o reach 

mrket 

Consnlt-w1th radio account exedutive 
Buy time in accordance with hTjdp^et 
De^'elop campaj{»:n comnon<>nt5i 
Approve canpai^^n congonents 
Evaluate results 
Alter srratet^ies ' 

• * 


None * 

t 

** — 

> 


DECISIONS 

Determine adverti j5Mij> needs for com- 
pany 
Modify budj>er 

Determine demop,ranhics of target marke.t 

(onychograph jcs) 
Decide aporopriate station (s"^ 
Determine reach and frequency buy 
Kvaluate ef fectiveTie??s 


^ ' CUES 

Sal^s figures, market needs; new 

product development ^ . 
Dete'^nined nfteds^ 
Market area, season, product . 

Oemoj>raphic needs* audience 
*^eed<: of campaign " budget 
Sales /figures 


ERRORS 

Ineffective advertising '* 

Over or undersperdin?> \ 
Ineffective advertising ; 

Ineffective advertising buy 
Ineffective advertisinp buv 
Ineffective advertisinp buy 




'J 



(TASK STATEMENT) PREPARE RADIO ADVERTISING ^ 



/ 



SCIENCE . 



None 



MATH - NUMBER SYSTEMS 



Measurement 

Money/interest 

Tisie /Calendar 

Basic statistics skills 

Basic" probability skills 



> 



COMMUNICATIONS 



PERFORMANCE MODES 



Spfsaklng 

Reading 
Writing 
Listening 



'ERIC ~ 



EXAMPLES 
Talk with promoters 

Read results 
Record findings 
Feedback from auc^Lences' 

( 



SKILLS/CONCEPTS 

Pronunciation of words, vocabulary, 
language, awareness of audience, 
descriptions - accurate, using 
gestures /facial expressions 

Skinming, word recognition, letter 
dlscrlinination 

Vocabulary, outlining, descriptions, 
organization, spelling, grammar 

Discrisilu::t:icn between iinportant/tjnlm- 
portant information, hearing, concen- 
tration 



0 
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{TASK STATEMENT) PREPARE DIRECT mih ADVERTISING 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECT^ ACTED UPON 



STEPS 



SAFETY - HAZARD 



Sten<^ils 
.Paper v^'' 
/Mailing list 

Ink 



DECISIONS • 

Decide wlien fo mail list 

Decldf* wlio IS on mafJine list 
Determine how manv copies to run 



Prepare timely advert isenftn t ' 

Procure maillnc; list 

lidit script 

Print, COPY of scrint 

Perform clerical tasks stich as folding, 
stuffing* addre»«;inp;, ind stamping 



CUES 

Mike adverti sement timely, accurate , 
and to the point 



ERRORS 
Ma"Jl tio wrone clients 

Mail, at wrong time 
Overspend hudpet 
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* 






» 

(TASK STATEMENT) PREPARE DIRECT MAIL ADVERTISING 










— — ^ ^ : ^ 

SCIENCE 


[ MATH - NUMBER SYSTEMS 


\ 




None . - 

• 

• 




Basic statistical skills .and concepts 
Honey /interest 
Time /calendar 

• »> 


ir 

i 

t, 

f ' 




C 
( 

o 


t 


w 


• / 

V 

• 


f " 
















^ . COMMUNICATIONS 






PERFORMANCE MODES 

Writing 
Reading 


^ EXAMPLES . V 
Describe details for printing. 

Analyze printing 


SKILLS/CONCEPTS* 
Vocabulary, outl-aing, descriptions,- 

oirganization, spelling, granator 
Skiinming, word recognition > letter 

discrimination 




• 








'V* 




1 






» 




I 

1 i 


1 




V 5 
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(TASK STATEMENT) PREPARE TELEVISION ADVERTISING 



TbOLS, EQUlPME^«T, MATEf^lALS, 
dsJECTS ACTED UPON 


STEPS 


6'AFETY -- HAZARD ^ 


Local survey result w ' 
Budget 

Television salesperson 
Continuity i/riter 

• • 4 

< 

I 

•> ■ 

c 


Study needs of company 

l^vlew advertising budget 

Select product/service' to advertise 

Choose what season to advef.tise prdlduct 

or service 
Pinpoint target inarket ' » 
Choose^ appropriate station(s) , to reach 

market 

Consult with telev4.sion account execu* 
tive 

Buy in accordance with budget 

Prepare props for show 

Develop campaign and spot contact 

Approve campaign components 

Evaluate results and alter strategies 


None 

t 

. c 

* V 

> / 

f 1 
^ > \ 


DECISIONS 

Determine advertising needs of com- 
pany 
Itodify budget 

Decide appropriate station (s) 
Evaluate effectiveness 

• 


CUES- 

Sales figures » market needs » new prbduct 

developnient ' . 
Market area» season » product 
Budget and sales figu^s 

X 


. ERRORS 

Ineffective advertising 

Over or underspending of budget 

' \ ' ' * 
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(TASK STATEMENT) PREPARE TELEVISION ADVERTISING 



SCIENCE 



MATH r- NUMBER SYSTEMS 



None 



Measurenent 

Money/interest _ 

'tiae/c^encUix 
Basic stfatlstlcs skills 
Basic probability skills 



COMMUNICATIONS 



Speaking 

Writing 
Heading 
Listening 



PERFORMANCE MODES ^ 

:- O 



ERJC 



EXAMPLES 



Talk with promoters 

Record findings^ 
Read results \ 
Feedback from audiences 



67 V 



SKItLS/CONCEPTS 

Pronunciation of vordst yocabul^ry» 
language 9 awareness of audience > ' 
desbrlptions accurate » using 
gestures /facial e3q>res8lon8 

V(Kiabulary» butllnlngt descriptlon^i » 
organlxatlouy spelling » graiamar 

Sklanlngt word recognltlont letter 
discrlnlnatlon w * 

Dlacrlnlnatlon between Inpor tan t /unim- 
portant Information 9 hearings concen- 
tration 
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(TASK STATEMENT) PREPARE MAGAZINE ABVERnSING 



^ TOOLS, EQUIPMENT, MAFERIALS, 
OBJECTS ACTED UPON v 


STEPS 


1 1 

1 SAFETY - HAZARD 


None 

/ 

\ 


Review advertising budget 

Inventory needs of con^any 

Select magazine (s) in which to advertise 

Determine product/services to advertise 

Determine when to advertise products or 

service (season of year) 
Analyze length and type of advertising 

(line vs full page) 
Evaluate effect of advertisement 

campaign 

• 




DECISIONS ^ 
Determine costs 

Figure amount of budget to spend or 

magazine advertlement 
Determine £req,uency to advertise 


CUES 

Follow recomicended format for magazine 
advertisement 

V 

f 


ERRORS 

Overspend budget 

Advertifsement not appealing to group 
reading 

r 
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(TASK STATEMENT) PSEPARE K/^GAZpE ADVERTISING 



SCIENCE 



Hone 



\ 



MATH - NUMBER SYSTEMS 



Linear .measure 
Area neasure^ 
Tls^ /calendar 
Money/interest 



COMMUNICATIONS 



Speaking 

Reading 
Writing 
Listening 



PERFORMANCE MODE S* 

—5 : 



130 



' EXAMPLES 
Talk with advertiser 

Read forms and results * 
Record findings 
Feedback from magazixu^s 



SKILLS/CONCEPTS ' 

Pronunciation of words; voc^bul^ry^ 
language » awareness of audience » 
descriptions ~ accurate » using 
gestures /facial expressions 

Skimmings word recognition, letter 
discrimination 

Vocabulary^ outlining, descriptions, .\ 
organization, spelling, gramaar 

Discrimination between inqportant/unim* 
portant Information ,\hearlrig, concen- 
tration s 



(TASK STATEMENT) PREPARE BILLBOARD ADVERTISING 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 


STEPS 


SAFETY - HAZARD 


i 

Coopany budget 


Review budget 

Contact advertising firms and acquire 
prices tJ 

Compare costs with desired form of .bill- 
board advertising 

Schedule frequency of advertising 

Analyze results of rai^aign 


None 


V 


> 


« 

: 


DECISIONS 


CUES 


ERRORS 


Deteirmine if firm vants posters, 
painted bulletins, aulti-^sion 
signs or electric spectaculars 

Examine costs 


Follow recommended format for billboard 
advertisement 


Exceed btxdget 

Billboard advertisement placed at 
wrong location 
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(TASK STATEMEMT) PREPARE BILLBOARD ADVERTISING 



SCIENCE 



None 



MATH - NUMBER SYSTEMS 



Linear measure 
Area n^asiire 
Tiatt, /calendar 
Money/Interest 



COMMUNICATIONS 



PERFORMANCE MODES 


EXAMPLES 


SKILLS/CONCEPTS 


Speaking 


Talk with advertisers 


Pronunciation of vords, vocabulary, 




language, awareness of audience, 






descriptions - accurate, uclng 






gestures /facial expressions 


Madlng 


Read forms and results 


Skiiakfcng, word recognition, letter 




discrimination 


Writing 


Record findings 


Vocabulary, outlining, descriptions. 


cr 


organization, spelling, graaaaar 
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(TASK STATEMENT) PREPARE A PLACE OF BUSINESS DISPLAY 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 


1 STEPS 


. SAFETY - HAZARD 


Products 
Display racks 
Price book 
Marking pencil 


Ipick a location'vhich will readily gain 
attention 

Exhibit products ih a design (stacking^ 

piles, etc») 
Products and display racks should be 

dusted and present a neat appearance 
Hark prices on everything which is 

displayed 


Product stocking or i^llng/fall over 
Personal, injury \ 


OECiSiONS 
Select proper location for display 

Select products to be put on display 

Determine when to dust and clean 

products on shelves 
Determine what price to charge £or 

each item 


CUE? 

Area near door or cash register 
Fast moving * Items, lots of sales 
Daily, weekly, monthly 
Normal mark up 


ERRORS > 
Products not in good locatloL, will 
hot sell 

Products not, in neat display, not 
^ attractive, will not sell 

1 
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None Y 



T 



PERFORMANCE MODES 



Beading 
Welting 



ERIC"T38 



\ 



MATH - NUMBER SYSTEMS 



Coxmting . 

Ordering . 

Addition algorithm, subtraction algorithm 



COMMUNICATIONS 



EXAMPLES 

Instructions on setting up display 
Prices on products-. put on display 



• SKILLS/CONCEPTS 



r Comprehension " 
Penmanshii), spelling 
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(TASK STATEMENT) DEVELOP A!^ ADVERTISING BUDGET 



TOOLS, EQUIPMENT, MATERIALS, 


• 




, OBJECTS ACTED UPON 


STEPS 


SAFETY - HAZARD ^ 


* Sales figures^ projected estimates 


Study company /needs 


None 


and market analysis data 


Select areas to promote 




Local survey results 


Choose mode of advertising 




Consult with salespersons 






Plan ^frequency of -advertising 






Formulate plan to figure percent of 






sales^ volume to spend on advertising 






Record results and program findings 








/ 


DECISIONS 

« 


CUES 


r" T\ o o 

ERRORS 


Determine how much to spend 


Gross sales figures 


Too Tittle <?penr on camna}gn 


Mode to use 


Available sources of advertising 


Wrong mode used 


How often to use various modes 




Used varloue mode too often or not 


1 


^ 

• 


enough 
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(TASK STATEMENT) DEVELOP AN ADVERTISING BUDGET 



SCIENCE 


MATH - NUMBER SYSTEMS 


None 


Measureiaent 

^ney /interest 

Tioe/calendar 

Basic statis|:lcs skills 


COMMUNICATIONS 


PERFORMANCE MODES 

Reading 
Writing 
Speaking 


EXAMPLES 

Review figures 
Record r/'aults 
Talk with promoter 


SKILLS/CONCEPTS 

Skinoalngt word recognition^ letter 

discrlxnlnatiou 
Vocabulary, , outlining, descriptiox^, 

organlxatibnt spelling , gracsaar/ 
Pronunciation o£ words, vocabulary, 

langtuige, awareness of audience, 
N descriptions accurate, using 

gestures/facial expressions 
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(TASK STATEMENT) PREPARE^ AN ADVERTISING CALENDAR 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 


oTEPS 


SAFETY - HAZARD 


Past invoices from advortislng 
Costs figures jbf different modes of 
advertising 

X 


Examine it'^ms to be advertised 
Classify items to advertise 
Group advertising needs of company by 
seasons 

Set Cmonthly, weekly, dailv) /tdvertisinp 
schedule 

Assemble material to use in advertising y 
caopalgn ^""^ 
Record events on calendar 
Finalize and duplicate calendar 


None 

\^ 

\ 

\ 


1 DECISIONS 

■ Decide when to advertise x 
I Select mode of advertising 
1 Evaluate cost 

i 


CUE§ 

Cr&t2 and plan best available calendar 
for company 

• 


ERRORS 

Poor timing of calendar 

Select wrong form of media to use 

Overspend company budget 

• 
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fTASK STATEMENT) PREPARE AN ADVERTISING CALENDAR 



SCIENCE 



MATH - NUMBER 'SVSTEMS 



None 



Basic -Math Skills and Concepts 
Multiplication and division 
Addition and subtraction 



COMMUNICATIONS 



PERFORMANCE MODES 


EXAMPLES 


Viewing 


Analyze, read, view and project needs 
for advertising' 


Reading 


> 


Writing 




Listening 




Speaking 





SKiLLS/CONCEPTS 

Visual analysis, (sec parts in relation 
to the whole) , oeaory (short and long 
term retention), logic (ordering of 
thoughts and perceptions) 

Becognltion of ( symbols, codes, ax^d 
eoblems 

Skiming, word recognition, letter 

discrinlnation 
Vocabulary, outlining, descriptions, 

organization, spellings groittar 
Diacrljaination between iapcrtant/unim** 

portent infomation, hearing, concen* 

tration 

Pronunciation of words, vocab., language 
awaren e flfl of fl^t fj l f.^Tlfif l i ^^flgr^pt:iQn 



ERIC 
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DUTY F Developing Salesmanship In A|gri -Businesses and /or Services 



1 Make .sales presentation 

2 Follow-up past sales 

3 Develop a &nlen caiq>aign 

4 Prepare a sales ticket 

5 File sales ticket 

6 Establish charge accounts 

7 Use cash register 



EKLC 
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(TASK STATEMENT) MAKE SALES PRESENTATION 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 


STEPS 


. 

SAFETY - HAZARD 


Sales pad or order forms 

Calculator or adding machine to figure 
billing and/or costs 

Brochures pertaining to product know- 
ledge 

Tangible product to be sold 
Coiapanlon products (tangible) 
Adjustment wrenches 
Operation manual 
Specifications manual 


Properly identify with the customer 

Greetings 

Identification 
Seek out customer needs and wants 
Gain attention to the product 
Develop interest in product 
fluild desire to own the product \ 

Always keep in mind customer needs 
and wants 
May need to sell a ••substitute** 

product 
Answer objections 

Sell ••companion products** or ••up- 
grade the order** 
Close the sale 


Machinery demonstration 

Customer and operator stay clear 

of moving parts 
Avoid fuel explosions 
If electrical » take precautions on 
electrical shock 
If chemical - take precautions on 
toxic and/or irritation exposure 


DECISIONS 
Should the customer be greeted on a 

Mr. /Mrs. basis? 
Determination of customer^ needs and 

wants 

Have I built enough desire and 

interests? 
Determine that substitute will meet 

customer needs and desires 
Are legitimate objections raised? 


CUE? 

Salesperson knows prospective customer 
Customer knows salesperson 
Customer indicates basic needs 
Questioning brings out complete needs 
Customer still asks questiojns 
Customer is hesitant or shows little 
interest 

Customer needs assurance of •^substi- 
tute product** 

Customer asks questions 

Customer answers questions on needs 

Objections can be overcome with other 
product advantage 


ERRORS 

Be sure of customer identif icationt if 

not the customer may be offended 
May pursue ••wrong product** sale or 

go beyond customer needs and desires 
May not develop enough interest In 

product jto close thfe sale 
May not withstand the product 
Customer may insist on nonsubstitute. 

t;esulting in loss of sale g 
Namgvl^rand absence may result in lost B 

sales I 
Lost sales 1 

1 



(TASK STATEMENT) MAKE SALES PRESENTATION 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 


STEPS 


•r 

S/^PBTY - HAZARD 


t 


\ 

s 

• 


* 


DECISIONS 

Can the customer benefit by companion 

products? 
Is the customer ready to have the 

sale **closed''? 
Is the salesperson ready for the sale 

**closin^»'? 
Shall J **uoprade*» the order? 
Is sales ready to be closed? 


CUES 

Questions on needs indicate seconda^ 
needs 

The customer would buy other product 

at competitors 
Customer Indicates desire to order 
Customer asks no more questions 
All evidence indicates the customer 
needs have been met and companion 
products are to be included 

Yr^M'f /^of'AO ^f*ViA^ nao/^o n^^AY* Ar\tKA f*Tk^Ar\tt 
XUQXCSuCo OvDcL IIcl^UB oLutfL LIlUxv>cl Uxlljii: 

buying a product 
Customer Is familiar with product 
performance 


ERRORS 

Additional $ sales may be last 
Poor performance of product sold if 

companion product is not bouG;ht^ 
Lost sales 

May go to competitor - lose customer 
May determine goo4 performance of 

the product 
May not sell. May need to repeat 

sales presentation. 




(TASK STATEMENT) MAKE SALES PRESENTATION 


• 




• 


SCIENCE 




MATH - NUMBER SYSTEMS 


Behavioral Sciences , 
Htiman relations 
Psychology 

> 




• B^slc Math Skills and Concepts 
Calculators 
Basic Measuremant 
PSI (pressures) 
Tensions (foot pounds) 
J^ercentajre (mixture) 






• 

f 







COMMUNICAT 



PERFORMAMCE MODES 
SpeakinR * 



Reading 



Listening 
Viewing 



EXAMPLES 



Explaining prodtict 



Pertinent information concemlnp product 



Answering, questions 
Customer statements 



Floor samples 



SKILLS/CONCEPTS 

Clarity of "Expression 
Persuasion and sales techniques 
Terminology • general vocabulary 
Facial and body features, poise 
Instructions, speed/rate, detail/infer- 

en ce , terrai no lo ey ' 
Spelllncj, memo format, terminology, 

clarity of expression, ujage 
Discriminate facts from non-facts, 

recognize opinions, concentration, 

logic, and word definition 
Recognition of symbols, codes,* and 

emblems ^ 



ERIC 
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(TASK STATEMENT) FOLLOW-UP PAST SALES 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 


STEPS 


SAFETY -"HAZARD 


Product sold 
Operation manual 
SoftclficntioT^s manual 
Adjustment wrenches 
Brochure 


Familiarize self with the product sales 
history 

Check on operation; care, or practices 
used on the product so that customer 
may receive maximum benefits 

Recommend changes in use of product that 
. may elii^nate present difficulties 

Solicit sssuranre*? of satisfaction 


Machinery operation 

Custotaer and operator stay clear of 

moving parts 
Avoid fuel explosions 
If electrical take precautions on 
electric shock 
If chemical take precautions on tcxlc 
and /or irritation exposure 

V 


DECISIONS 
Has product net standards expected? 

Arc belts or drive chains too tight? Is 
there improper fuel mixture? Are 
the feeders too high, water pressure 
too low, etc.? 

Can I use this customer for future 
testloonials? 


CUES 

Customer expresses pleasure or displea* 
sure with product 

Customer complains concerning operation- 
al difficulties 

Points and features that please 


ERRORS 

OvereiQphasized some points that cause 
customer* to expect too much 

Dlssatis'^actlon may result in poor 
custooer relations. Hard for re- 
sale or expansion of sales in the 
commiinity. 

May lose best sales material if 
questions are not asked 



i» 
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(TASK 'STATEMENT) FOLLOW-UP PAST SALES 



SCIENCE 



Behavioral Science 
Huaan relations 



MATH - NUMBER SYSTEMS 



Basic Math Skilla and Concepts 

Arithmetic 
Basic Meastsrc»6nt 
Pressures (PSI) 
Tensions (£oot pounds) 
Percentage (mixture) 



COMMUNICATIONS 


i — , . 


EXAMPLES 


SKILLS/CdKtCEPTS 


Answering questions 


Clarity o£ expression 


Explaining product 


Persuasion 


Explaining "procedures 


Terminology 




Facial and body features 


• 


Poise 

* 

1 



PERFORMANCE MODES 



Speaking 



ERIC 
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(TASK STATEMENT) develop A SALES CAMPAIGN 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 



Perpetual inventory of consuioable 

materials 
Calculator 

Samples of past advertising 



STEPS 



Determine item to be proaoted 
Decide date of promotion 
Select advertising media 
Choose content of advertising 




J 



DECISIONS 

Determine whether new product will fit 

in with sales campaign 
I have proof of need (especially 

research)? 
Can I reduce excessive heavy 

inventory? 
Will I still have sufficient margins 

for M/U? 

Can this product effectively supple- 
ment companion sales? 

Does time effect the campaign sales 
date? 

When do I wish to reduce inventory? 



ERJCTSfl 



SAFEIY - HAZARD 



None 



CUES 

Customer inquires concerning new 
product. 

Research has Indicated product useful- 
ness for sales area 

Cash flow and balance sheet indicates 
heavy inventory 

Supplier will participate in the cam- 
paign by literature, price, etc# 

Companion sales are evident 

Experience tells of seasonal or timely 
demands 

Heavy inventory Is burdensome 



87 



ERRORS 

Overstocked or unnecessary expense on 
promotion 

Overstocked or unnecessary expense on 

promotion 
Cost/selling price may be burdensome 

after inventory is depleted 
M/U is not sufficient 
Customer buys promoted item only 
Wrong time results in each of sales 
Cost of replacing 'inventory 













{TASK STATEMENT) DEVELOP A SALES CAMPAIGN 






TOOLS. EQUIPMENT, MATERIALS, 1 
OBJECTS. ACTED UPON 


! • STEPS 


SAFETY - HAZARD 




1 

/ 


1 


« 

< 




DECISIONS 


CUES 


ERRORS 




Will d<Ttos natch ny rospprrh. pl^n?. 
and etc. 

Can sunnlier supply in different 

quantity nt time desired 
l^at advertising media is available 
Choose nost effective media 
Which media r,ives greatest aoney 

returns and stays within budget 
Can I use as an envelope sttiffer 
Should I use outside (professionals) 


Supplier indicates possible dates 
Supplier indicates readiness for 

campaign . 
Prospective customer awareness needed 
Audiencer> selection 

Records, budget j actual cost of each 
media 

Already making monthly mailings to a 
select customer listing 

Supplier suggests professional adver- 
tising scheme 

Media provides expertise 


May conflict with other dates 
Mav have insufficient quantity 
Non-availability 
Wrong audience /media match up 
May exceed budget* May get loans and 
returns 

May not get attention 'desired. May 
miss potential new customers. 

Audience values may be in conflict 
with advertising* , 
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(TASK STATEMENT) DBVBLOP A SALES CAMPAIC» 



S9ENCE 



Behavioral Science 
Psychology 



MATH - NUMBER SYSTEMS 



Basic Math Skills and Cottcepts 

Use calculators and/or adding vachines 
Percentage 
Ordering 



COMMUNICATIONS 



PERFORMANCE MODES 



Speaking 

Writing 

Reading 
Listening 



ERIC 



EXAMPLES 



Radio advertising 



Ads 



Inventory, literature, proposals 

Custoner reacticms, advertising agency, 
prodtict salesman 
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SKILLS/CONCEPTS 

Temlnology /general vocabulary, enun^ 
elation, clarity of expression, 
persuasion and .sales technique 

Spelling, description, terminology, 
general vocabulary, clarity of expres 
slon 

Cotaprehension, tendLnology. instruction, 

locatins data 
Dlscriainate between ffcts and non** 
facts, recognise opinions* logic 



1S4 









(TASK STATEiWENT) PREPARE A SALES nCKET 


1 




N TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 


STEPS 


SAFETY - HAZARD 




Sales ticket 
Pencil 
Calculator 
Price list 
Tax chart 
Exemption form 


Identify and record 
Current date 

Customer name^ address » phone 
\ Mode of payment 

Merchandise (description and quantity] 
Price per unit 

Extension (line totaj.) , 
Discounts 
Exemption status 
Tax 
Total 
Customer signs 

Salesperson signs or Identifies 


None ' \ 

• 




DECISIONS 
Custoioer credit status 

Determine If discounts apply 
Determine if customeP^ has exemption 

status 
Determ?.ne if taxable 


CUE? 

Check delinquent customer list, customer 

ident-Jf tcation, credit departm^pr 
Discount policy 
Exemption number is on file 

Use sales tax rules If in doubt 


ERRORS 
Default on payment 

Over or undercharge 
Subject to legal penalties (pay penal- 
ty) 

Subject to legal penalties (pay penal- 
ty) 
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(TASK STATEMENT) PREPARE A SALES TICKET 



SCIENCE 



Behavioral Science 
Accuracy 

Ctistoiaer courtesy - relations 



i 



MATH - NUMBER SVSTEMS 



Addition, subtraction, multiplication, division, percentage 
Interpret charts and tables 



I 



COMMUNICATiONS 



/ 

Reading 
Speaking 
Writing 
Listening 



PERFORMANCE MODES 



O ■ 

ERLC 



EXAMPLES 
Charts, tables and forms 

Questioning (credit information; custo- 

Qker information) 
Customer information; goods (quantities) 

and prices 
Customer information; goods information 



SKILLS/CONCEPTS 
Discrimination between materials, word 

recognition 
Vocabulary, grammar, diction 

Legibility, accuracy, completeness 

Concentration 
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(TASK STATEMENT) FILE SALES TICKET 



TOOLS, EQUIPMENT, MATERIALS, 
^ OBJECTS ACTED UPON 


STEPS 


SAFETY - HAZARD 


Sample sales tickets 
Filing devices 


Determine files that receive copies of 

the saljss ticket 
Decide procedure the office Is using In 

filing 

Select proper place for each copy . 

according to office requirement 
File according to selection of areas 

V 

\ 




None ^ 


DECISIONS 

How many areas does this order need to 

be recognized In? 
Are all applicable areas satisfied? 

Which copies go In which file? 
Requirements for final filing? 


CUE? 

Delivery, order from factory, credit 

approval, posting, etc. 
Sales slip Is filed alphabetically, 

recorded by product, and If delivered 

a copy placed In delivery files 
Marking or coding on sales slip Indicate 

filing areao 
Follow office procedures directions 

/ 


ERRORS 

Order may not > get delivered, ordered, 

or credit approved 
May result In Improper billing, Inven* 

tory loss, or not delivered 

Misinterpret marking or coding 
Mls-fUed 

« 



(TASK STATEMENT) FILE SALES TICKET 



SCIENCE 



Noue 



MATH - NUMBER SYSTEMS 



Bmslc Math Skills «n4 Concepts 
Sequencing of nuabers 
Indexing 



COMMUNICATIONS 



PERFORMANCE MODES 



Reading 
Viewing 



ERJC 



EXAMPLES 

Interpret sales slip 
Identify filing areas 
Sales slip Interpretation 
Identify filing areas 



SKILLS/CONCEPTS 



Conprehension, Infomational reports, 
instructions, locating data 

Visual analysis, •eaory, logic, recog- 
nition of symbols, codes, eableas 



93 
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(TASK STATEMENT) ESTABLISH CHARGE ACCOUNTS 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 



STEPS 



SAFETY - HAZARD 



.Credit application form 
Phone book 
Records " 
Balance sheet 



ERIC 
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Determine amotmt of credit that can be 

extended (the business) 
Develop criteria to determine customer 

worthiness of credit 
Obtain customer information as it 

relates to criteria established 
Measure customer data vs criteria 




CUES 

Records 
Balance sheet 

S^ek professional aid from banks » credit 

agencies^ etc* 
Provide customer application form 



Custonffir application form vs criteria 



None 



ER RORS 



Overextended 



Overextended resulting in bad charge 
accounts 

Current only - may not reflect future 
worthiness ^ 

Mistakes ixi recording, misinterpreta- 
tion 
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fTASK STATEMENT) ESOffiLlSH CHARGE ACCOUNTS 




PERFORMANCE MODES 



Speaking 
Beading 

Viewing 



X EXAMPLES 
Directions for filling out forxas 

Credit application forta , 



Credit application 
Personal character 



SKILLS/CONCEPTS 



Tertaltiology /general vocabulary » clarity 
of expression » logic » usage . 

Comprehension » Inforoational reports » 
recoamendational reports » locating 
data 

Logic » visual analysis 



ERIC 175 



95 
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(TASK STATEMENT) USE CASH REGISTER 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 



Cash register 
Tapes 

Play »o "V or practice currency 



DECISIONS ' 
|What l^dvdntagea does the register 
offer? 



STEPS 



List functloaa of ^he cash register 
List' procedure for operation 
Faalllarlse tself with physical proper*- 

ties of the nachine 
Supply laforaation for proper physical 
function 

Render correct change if called for 

f Properly record charge sales J 
_ Sender sales slip 



I Procedure to follow 

I How do I differentiate between physical 

amissions? 
I WhAt are some posslDle physical 

oiaisaions? 
I What la£o.cmation dots i the xsachine 
require? 



cyis 

^Subtotals 9 totals > indicates noney ten** 
dereds change needed 9 taxable items 
for tax charge > inventory control, 
record of sale to custoaer and busi- 
ness, ordei^ly storage of noney, 
corrects records 

All sequential operations are needed 
for inforsatlon called for above 

Phyfical properties result in functions 

j Taxes are needed for recording 

Hky need nuaber, prici* taxable, vol^ds, 
subtotal, etCo - * 



SAFETY - HAZARD 



If electrical - previmt shock 

If wing parts - avoid aovlng parts 

Avoid sharp natal parts 



Wrong buttons pushed, not have tapes 
for jproper recording, huatn error 
in change making, confused money 
storage 



Omitted steps may give wrong InforaM- 

tion 

Misuse is^v result in wrong functions B 

P 

Kissing or iis^roper usage may not give] 

fimction&l results ^sired 
Wrong taxable, wrong pricing, wrong 
totals 



(TASK STATEMENT) use CASH REGISTER 



TOOLU, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 


STEPS 


SAFETY - HAZARD 








^^'ImEDSION^"^^"^ 

How much dov^s thp rustompr ;*et and \ 
what courtesies are shown | 
Decide charge receipt procedure | 
Does customer need sales slip i 


CUE? 

Identify change rendered to customer - 

account to him 
Physical property of machine has place 

for charge rendering 
Customer needs sales slln for return, 

records, etc. 


ERRORS 
Cash register error 

May give wrong total for cash in 
drawer 

May have difficulties on return 
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(TASK STATEMENT) USE CASVL REGISTER 



SCIENCE 



Hone 



MATH - NUMBER SYSTEMS 



Basic Hhth Skills and Concepts 

Counting 

Money change - $ 



i 



COMMUNICATIONS 



PERFORMANCE MODES 



Readlag 

Writing 

Viewing 
Touching 



EXAMPLES 
Prices - keyboard 

Charge account information 

Prices » keyboard 
Keyboard operation 



ERLC 
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99 



SKILLS/CONCEPTS 
Locating data» cog|)rehen8lon» ins true* 
tiaae 

Description > pensanshipt spelling, 

mio fonaat 
Visual analysis, aewory, logic 
Size, shape, pressure, location, safety 



182 



DUTY G 



Transporting Agrl -Products in Agrl-Buslnesses and/or Services 



1 Assenble products 

2 Ship products using railroad 

3 Ship products using truck service 

4 Ship products using parcel post service 

5 Ship products using parcel service 

6 Ship products using ait freight service 



183 

ERIC 
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\ 




(TASK STATEMENT) ASSEMBLE PRODUCTS 



TOOLS, EQUIPMENT, MATERIALS, 1 
OBJECTS ACTED UPON 


1 

STEPS 


SAFETY HAZARD 


Product to be assembled 
Tools for asseir' ly 
Assembly Instruction manual 


Check all parts and components to be 

sure all necessary parts for assembly 

are present 
Loce :e asseiobly instructions and follow 

the directions contained in them 
Assemble different con^onent parts to 

complete the pr.oduct 
Do necessary predelivery maintenance 


Heavy parts being assembled /personal 
injury 


DECISIONS 

retermine if all components for assem- 
bly are present 

Interpret assembly instructions to 
determine steps of assembly 

Decide how component par's fit together 
to make the complete product 

Determine what predelivery measures are 
to be taken 


CUES 

Read packing slip 

Read assembly instructions 

Look at picture of complete unit 

Read predelivery instructions 


ERRpRS 

Product might not function properly 

Product might break or cause malfunc- 
tion 
* 

* 
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(TASK STATEMiENT) ASSEMBLE PRODUCTS 



SCIENCE 



Basic Hechanics of Assembly 



PERFORMANCE MODES 



Raardlng 
Speaking 

Viewing • 



MATH - NUMBER SYSTEMS 



Counting, ordering, liquid aeasureiafent 



COMMUNICATIONS 



ERIC 



EXAMPLES 
Assembly instructions ^ 

With fellow workers 

Pictures of product assembled 



T86 



lbs 



SKILLS/COMCEPTS 



SkiBmdLng, word recognition, letter dis- 
rfcrlmination- 

Pronunciation of words, vocabulary, 
language, awareness of/ audience, 
descriptions - accurate, using 
gestures/facial expressions 

Visual analysis,- neiaory, logic, recog-*; 
nition of symbols, codes, and emblems 



187, .' 



STATEMENT) SHIP PRODUCES'-- USING RAILROAD 



TOOLS,, EQUIPMENT, MATERIAL^, 
OBJECTS ACTED UPON y'' . 


STEPS 1 • 


SAFETY Hazard 


Telephone 
Shipping papers ' 
Pencil ^— ' 

■ ■ . ■ ■ 

<k ' • , <^ 


Call railroad dispatcher* • - y ^ 
Order RR cars to the location where pro« 

dadts are to be shlppted from . 
Libad. railroad cars 

Fill out paperwork for rallrci:d trans^ 
portatlon » ^ - 

Call dispatcher 9 have cars' shipped to 
desired destination . /| ^* 

• * k 

• V ^ 

■ / • / 


Product will shift In RR car^. may cauae 
damage * • ^ 

* • 

• 

1 ' • 

\ • I - 


DECISIONS 
Decide when to call for railroad cars 

Determine how to load railroad car 

qul^jkly to avoid -demuri$aj|je 
Decide when to have car picked up 

» a 

' ' ^ • .-^-^ ^ 


J CUES 
Product, Is ready to ship 

Facilities' for loading products are In 
good condition , / 
* 


. /y ^ ' ERRORS 
Order c^r at wrong time, may not be 

available 
Keep car too long, will have to pay 

dei^urrarge fee . * . 

; V . , ; 

« »^ * . 

/ 

f 
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(TASK -Statement) ship products using railroad 



SCIENCE * 



None 



\ 



MATH - NUMBER SYSTEMS 



Counting, coorrlnate systeib, or4erlng, neastireoent ' 



• r ^ 

COMMUNICATJOIMS 



PERFORMANCE 



E^^jrODES 



Speaking 
Writing 



EXAMPLES ; / 

Contact by telephone , - / 

Fill out transportation .paperwork 



/. 



* SKltLS/CONCEPTR 

Terainology i *" 
Terminology, general vocabulary 



:..L 



(TASK STATeMENT) SHIP PRODUCTS USING TRUCK SERVICE 



TOOLS/EQUIPMENT, MATERIALS,: 
OBJECTS ACTED UPON 



T 



\ 



J 



STEPS 



Call truck dispatcher 
Order truck to pick up products 
Fill out bill of lading 
Prepare product for shipment 
Load product on truck 



DECISIONS ' 
Determine wtiien to call for truck ^ 

r% 

Determine which truck line will deliver 
to the destination desired , 

Determine how to pacttage the product 
so it will not be damaged on the 
tr\ick 



CUES 

9 

Product is ready for shipment 
Truck -goes to the area desired 
Bounu up,' sharp edges covered 



ERIC 
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SAFETY -^AZA)f^D 



l^one 



ERRORS 

Call the wrong trucic line, do not 
deliver to* desired area i 
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fTASK STATEMENT) SHIP iPRODUCTS USING TRUCK SERVICE 



SCIENCE 



None 



\ 



\ 



MATH - NUMBER SYSTEMS 



Coxmting» coordlxuite .systeH* orditring 
Heasurenent . 



COMMUNICATIONS 



Speaking 
Writing 



PERFORMANCE MODES 



ERIC 



EXAMPLES • . 

Contact by telephone , -t 

F>J.l out transportation paperwork 



SKILLS/CONCEPTS ^ 

Terminology i:--"^} ; 
Termin<)l^gy,'"gene^ral vocabulary 



107 



19S . 




f " * 


(TASK STATEMENT) SHIP PRODUQTS USING PARCEL POST SERVICE ' , ° 1 . ' . 


» 

1 

1 


TOOLS, EQUIPMENT^MATjERIALS, 
OBJECTS ACT^D UPbl4 ^ 

• 


STEPS 

^ — i i« 


SAFETY - HAZARD 


Telephone 
Shipping papers 
Penclf 
Money 

Addi^ess label • 

> 


Wrap oif ^package the item 

Affix iddrese latiel to the* package 

.Take item ta post office* 

Inquire about different classifications 
under which an item may be shipped 
and the corresponding rates; decide . 

' which is best for the item being 
sent 

Pay for postage to send the item 


None • • • 

• 

* • 

% 

t 

J «. 1 

0 


A 

-A 


^ de6(sions 

Select proper way toVcap each indlvl- 
^dual package 

Select most efficient way to send the 

package ' ^ , 
Select proper way -to fill out ad^lress 
S label / ^ ^ 


CUES / 

No sharp edges protruding^ fragile items 

marked as such» all pieces protected 
» by packing 

If the item is valuable it needs to be^ 

insured' • ^ 
If^ item needr to get to its destination 

quickly it needs to be sent by Air' 

Parcel Post 


ERRORS 
Item may get lost In the mall 
Item-*' may be damaged la. the mall 

i 

• • 

4 w 

•> 

< 
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(TASK STATEMENT) SHIP PHDDUCTS USING PARCEL POST SERVICE 



r 



SCIENCE. 



MATH - NUMBER' SYSTEMS 



None 



Collating, ordering, coding, recognize and identify' each unit, 
involved- by assigning necessary syribpls, numerical or 
literal . ' " 



J 



COMMUNICATIONS 



PER'fbRMANfcE MODES 



Speaking 
Reading 

Writing 



ERLC 
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EXAMPLES . 

Talk to poist o££ice attendant 

Rules applying to packaging and labeling 

of the item 
AddresB label 



SKILtS/CONCEPTS 



General vocabulary 
Instructions 

Clarity. 



- 1.99 : ,1 
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,(TASk STATEMENT) SHIP PRODUCTS USING PARCEL SERVICE 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 

— ^ rr~^ 


1 » STEPS 


SAFETY - HAZARD 


Telephone 

Shipping papers * . J 

Pehrdl , * - 

Mon^y 

Address. labeX > - * * 
- • 

* 

* 


1 Wrap vor package the-i>roduct 
1 A££ix >^ddres8 l^beX to the package 
1 Call £0^1 service to have them pick 
up the package or deliver it to the 
> parcel service for shipaeni ^ ^ 

Inq(iiry about different methods of 

shiptnent 
Pay fee to have package shipped 

> 


None . ^ 

• 

« 

• ^ I 

i 


1 DECIStONS 

■Select proper way to vrsp ^sach indivi- 
1 dual package 

1 

■Select proper way' to fill out address 
1 label * 

|Seledt«mo8t ^efficient-yay to send the 
1 package 


V CUES 

No edge pr<>tmding> all pieces protected 
by packing^ fragile iteos marked as 
stich 

Who is sending the package and vho is to 

receives It? 
If quickness desired » request air 

service; if item is vauable^ have it 

insured ^ , 


ERRORS 
Item may get lost in shipment 

J 

Item may be damaged in shipflcnt 



(TASK STATEMeSt) SHIP PRODUCTS USING PARCEL SERVICE 



SCIENCE 



None 



MATH T NUMBER SmEMS 



Counting/ ordering, coding, recognize and identify ea^h unit 
involved assigning' necessary synbbls, numerical or 
literal » 



COMMUNICATIONS 



PERFORMANCE MODES 



Speaking 

Reading 

Writing 



EXAMPLES 



lOTe^r 



ERIC 



Talk to parcel agent on phone ^ 

personal contact 
Rules applying to packaging, labeling 

and, shipping the package ^? , > 

Addresf ?^bel 
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SKILLS/CONCERTS 
Genera} vocabulary 

Instructions- 

Clarity , 
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(TASK STATEMENT) , SHIP PRODUCTS USING AIR FRpiGHT SERVICE * 



TOOLS, EOUIPMENT, MATERIAL'S, ^ 
OBJECTS ACTED UPON 


STEPS 


% . 

SAFETY ---HAZARD 


Telephone 
Shipping papers 
Pencil r 
Money 

Address label 


■ C\ 

\ 


Package the product ^. ^. 
Affix address label to tH^pfoduct 
Call air freight 3ervice to' have tlie 

package picked up or deliver the ' 

package tor shipment 
Fill out necessary paperwork 
Pay for the ait freight service 


Item toay b°e heavy/personal injury 

• 


• > 


o 

/ 

/ 

1 ■ 

1 


• 


A." ■ 

* • 


DECISIONS ' . 

Select the proper way to package the 
product N I 

Select the proper way ^ to fill out 
address label 

Select an air freight service that will 
deliver the product to the required 
^ destination |. 


Product protected bv packing, no sharp 
edges protruding, fragile items 
'Tisrked as such 

Sender and receiver listed 

Direct service from shipping city to 
receiving city 


ERRORS - 
Item may get lost * . - , 
Item may be damaged 


\ ■ 1 




« 


r 



E^,-« . ■ • 9 2135 . 



\ 3 



\ 



i \i - — - — — n 

\ ' SCIENCE 


/ ■ * . # • ^ . 

(MATH - NUMBER SYSTEMS 

•■ V . ■ . 


None 


Counting V ordering, coding, recognize and identify each unit 
li^volved by assigning lieceisary synbols, nunericai or . . . 
' literal . ■ " , » 

t 

\ 

) 

V ^ 


• 


• * * 

V 


• f 

t 




\ 

\ 

^ \ 


■ . - \ 

• X \ 

COMMUNICATIOfilS ' , ^ 

. — ^— 1 — ^^'^ -i— — ■ ' r-^ —-rzz:zzz: ~ 



PERFORMANCE MODES 



Speaking 

Raiding 

Writing 



EXAMPLES 

Telephone or personal contact ^tK.aiT 

service ageut - >^ 

Rules applying to packaging, "^labeling, 

and shipping the item 
Address label, paperwork 



V 



/ 



.General vocabulary 

l^listructions 
* 

Clarity 



4«o 
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DUTY H 



Storing Agri-Products in Agri -Businesses and/or Services 

1 Select storage - comerclal va farm 

2 "Store products in proper environment 

3 Store products in proper form 




■ \ 



\ 



/ (TASK STATEMENT) SEiiECT STORAGE - COMMERCIAL VS FARM 



i 

i < 



i TOObS, EQUIPMENT, MATEt\IALS. 
■ 0BJECTS\ACTED.UP0N\ ^ 



Calcplstor\ \ \ 
Records ^ i\ \ 
Projected farm' plans I 



/ 



STEPS 



DECISIONS 

How 4^portant is time saved and amount 
of teturn on capital invested? 

Constituents of farm storage? 

Can commerciaj, storage alleviate 
time, risk, or capital return 
investment? 

Constituents of commercial storage? 

What are adequate storage standards? 




Identify advantages of farm storage 
Identify existing \8torage facilities 

on the farm concerned 
Identify advantages of commercial 

storage * \ ^ 
Identify/ existing commercial stora^ 
Determine 'additions neede^^to be addedy^ 

to existing farm stforage facilities 

to meet adequate storage standards 
Weigh both options and determine 
' desired mcJde of storage 



SAFETY i HAZARD 



None 



CUES 

<- o ^ 

Time saving at harvest 

Pay self for services provided by 

commercial 
Grain bins, drying equipment, handling 

aqulpn^nt,- (capacities, condition, 

and age) 

Blgj lines at harvest time, risk trans- 
fer and money irivested in storage 
facilities 

Bins, silos, drying equipt^nt, handling 

equipment (capacities, condition, 

and age) . 
Existing facilities improvement and 



ERRORS 

Miscalculations on time and returns 



Incorrect measurement^, improper 
records give wrong assessment . 



Miccalculations 



Incorrect measurements, improper 
Records, give wrong assessment 

Overcxpansion " too high investment 
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(TASK STATEMENT) 'select STORAOF. - COhthffiRCIAL VS FARM ' 



TOOLS, EQUIPMENT, MATERIALS, 
' OBJECTS ACTED UPON 


- steps' - ! 

\ 


SAFETY - HAZARD 


\ 

o 

t ^ 


t 

f 


1 ' • 5 

' \ " ^' 
\ • 








4 

/ 




* N 




■» 

- 


> 


DECISIONS 


CUE? ^ 


ERRORS 


l^Fluch option best meets the slt^iation 
at h.ind? 


additional facilities to meet 
standard renu1r<*iTK5nf?; 
Wei<th options nf*ainsr present and 
nrnier't'^d need 

1 

t 


\Jronc» proiectjon 
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SCIENCE 


• • • « 

math"- NUMBER SYSTEMS 


None • - . ^ 




Basic Hath Skills and Concepts 
*Use of calciilation 
Geoaetry 

Al^bra ' ^' 










• 


■ ','1 






■ ' 1 

, / ^ 

' COMMUNICATIONS 


PERFORMANCE MODES 

Speaking 

Listening * - 
Viewing 


. [examples 

Answer (Juestions 
Response to questions 

1 

Drawings 


SKILLS/CONCEPTS 

Clarity of expression^ usage » vocabulary 

terminology 
Terminology » dlscrittl^^e^^cts from 

non'-factSt recogQiztf'"^pijQi<ms, note 

talking - f - J ^ 
Visual analysi^» logic 








V \ 

'* 

t 

■ 



ERIC 
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119 
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(TASK STATEMENT) - ST0R£ PRODUCTS IN PROPER ENVIRONMENT 





tools; EQUIPMENT, MATERIALS, 
OBJECTS ACTED Uf^N - 


4 

STEPS 


' . SAFETY HAZARD ' 




Testing equipment ror determining 

moisture^ physical condition^ etc > 
Recor4 fbrms j 

Calcuiktor * *j 

Product Informatlcm 


Determine products to le stored 
Determine ^^jStoiabilit /** of products 
Determine factors that -effect ^^stora- 
billty»» 

Select environment cpmpatlble to **st6r- 

abillty** of product 
Record' storage information concerning \ 

nroduct ^ ^ 


None 

\^ • ' . ■ 




1 \ 

\ * 


/ ' 


• 




\ y 






t 


DECISIONS 

What products handled reqtilre storage? 

What are specific factors of specific 
products that related to storage? 

What environmental and physical proper- 
ties exist to affect storage? 

Environmental conditions resulting In 
safe product storage? 

Information needed by- customer? ^ 


CUE? 

Some products are perishable » toxic^ 

dated> prone to theft^ 
Different products react differently 

Products have, different and .uniqtie make- 
up , . ^' • 

Environmental conditions affect product 
s&rage" 

Storage charges^ inventory, reference 

* 


ERRORS 
Improper storage 

' ' ' 4» 
Improper understanding of factors 

, Poor^ understanding of the product 

• Xxoproper storage 

. Record mistakes 

^ .. . ■ 



(TASK STATEMENiT) STORE .FS0IX7CTS ly PROPKR EMyiRDHMEHT 



SCIENCE. 



MATfl - NUMBER SYSTEMS' 



Biology 
Bacterlologor 
GhMdstry 
Jtatcimlogy 
Physical Science 



BMic'Hith Skills and Concepts 

Algebra 

GeoMtry 

Use of calculator 
I^inear wasijiing ^ 
Percwtage^ 

Propordlon 
Ratio 



COMTVIUMCATiONS 



PERFORMANCE MODES 



Beading 



Writing 

Viewing^ 
Touching 
Sensing 



\ 



\ 



\ 



\ 



FR?r ^^"^ 



EXAMPLES 



Literature 



Records 



In8t)ect product .or storage ^ ^, 
Inspect product or storage 
;.^8pectlon of product or' storage 



' ' SKILLS/CONCEPTS 

Interpretation, Infornational reports, 
coHprehension, locating dau, instrue? 
tioos 

Legible, penaanship,. spelling, aeiso 

fcrkat, description,* clarity, logic 
Visual analysis, logic 
Vesperature, texture 
Ssell (odor)i taste (change) 



218 
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(TASK StATEMENT) STORE PRODUCTS IN PROPER F0R7i 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS AQTED UPON 



STEPS 



SAFETY - HAZARD- 



^oduct information 
Testing equipment 
Riecqrd forms . 
Calculators 

Storage facilities information 



Determine products 'to be stored 
Identify physical and chemical charac" 

teristics of each product 
Determine how each characteristic may 

affect prp^ct storage . 
Select prop^ form in which to store 

each promiSr^ 
Recjprd storage information concerning 

product 



DECtSiONS 
What products handled require storage? 

What are the specific factors^ involving 
these products^ relating to physical 
or chemical characteristics? 

What. are the specific chemfca] nnd 
physical reactions exl«?tlng ro 
affect product storage? 

What are the proper forms in which to' 
store products? 

Information needed by business and 
customer? 



CUEg 

Some prpdtK^s are not stable , may lose 

' qt^nitty ^jor quantity 
Different products react differently 



Pproducts each have a differen*. and 
unique make«-up 

Storage form affects product storage 

Place 9 sb-^pe, container type, time and 
\ method of storage 



ERLC 
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None 



/ 



. ERRORS ; ' 
Itm)roper handlir^g 

Improper recognition of reac^tions 

o 

Improper recognition of reactions 

Improper storage 
» • 

Record m:f.6 takes 
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(TASK .STATEMENT) STORE PRODUCTS IN PROPER FORM 



SCIENCE 



, - . Biology 
-| Chemxstify 
Physics 




MATH - NUMBEfi SYSTEMS 



Bmslc Math Skills and. Gohc^ph 

Algebra 

Geometry 

Use of calculator . 
Pexfcentage \ 



COMMUNICATIONS 



PER FORMANCE MODES 



Reading 



Writing 

Viewing 
Sensing 



ERLC 



EXAMPLES 



To read literature 



Record^ 

Product inspection 
Product inspection 



\ SKILLS/CONCEPTS ^ 

Interpretation^ inforsoational reports, 
coiBprehension^ loc&tii ; data^ instruc 
tions, logic ^ ^ 

Pennanship, nei&o fomat, spelling, clar 
ity, logic, description 

Visual analysis 

Saell, taste 



123 
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Marketing Agr£«Product8 In AgrlrBusinesses 

1 ^ Grake^prd^cts 

2 ' Standardise products 

3 / FlnnfW^pt.oducts to be uarketad 

4 ^88eiidxiiate\ Market Infomtlon 

5 ^lect aiarket 

6 "^Identify aarketlng problew 

7 Speculate on futures 
8* ' Prlcis, prpducts 

9 Detennlne laarket units 



(TASK STATEMENT)"'" GRADE PRODUCTS 



TOOLS,. EQUIPMENT, MATERIALS, 1 

OBJECTS ACTED UPON | STEPS 


SAFETY - HAZARD 


Grade charts . 

Grade literature > 
Grading equipment 
Recording equipment 
Identification equipment 

Ni * 

V • 


1 identify product to be graded 
Familiarize self with grade standard of 

that product . 
Assemble product to be graded 
Measure product vs grade standard 
Identify product by grade ) 
Record identification 


Animals - kicking, crushing, goring 
Crops - climbing, suffocation 
Animar products - burning, cuts, infec- 
tion, moving parts of machinery 

V 


DECISIONS 

What grading criteria must I conform 
to? 

Do I need entire product > entire ship- 
ment, or representative sampling? 

Is my grading meeting criteria stan- 
dards? t 

Does identification meet grade 

criteria? 
What is the method of recording 


CUES 

Each product has own criteria for 
grading with respect to geographic 
location if applicable ^ 

Some products lend self to san?)ling, 
other do not 

Continually check against standards^ 
i*e#, color, flavor, watery whites, 
etc 

All products of a grade have similar 

quality within limitations 
Products have specific identification 


ERRORS 

Improper Identification 
Improper grade due to mis* information 
of criteria 

Improper sampling graded 

Humian factor may cause discrepancies 

Improper grading • 
Iu*proper identification 
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(TASK STATEMENT) GRADE PRODUCTS 



SCIENCE 



Bacteriology 

Entoaology 

Biology 

Cheslstry 

Physics 

Behavioral Science 
Human relations 



PER FORMANCE MODES 



Reading 

Writing 

Viewing'' 

Touching 
Sensing 
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MATH - NUMBER SYSTEMS 



Basic Iteth Skills and Concepts 

Weighing 

Mfiasurlng 

Percentage 

Ratio * 



COMMUNICATIONS 



EXAMPLES 
Grade literature and standards 

Reports 

Product discrimination 

Product discrimination 
Product discrimination 



SKILLS/CONCEPTS 

Terminology t locating data, instruc- 
tions t informational reports 

Penmanship t spelling, dtscrlptlont ter« 
minologyt clarity 

Visual analysis t recognise symbols and 
codes 

Size, shape » texture » movement 
Smell, odor, taste 
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(TASK STATEMENT) STANDARDIZE PRODUCTS 



TOOLS, EQUIPMENT, MATERIALS, 
.OBJECTS ACTED UPON 


STEPS 


f 

• SAFETY HAZARD 


Fornula for standardization 

Calculator 

Scales 

Testing equlpnent 

/ 


Identify product to be obtained 
Detendne desired properties pf the 
- product 

Select ^acceptable formula for standard** 

ixation 
Identify and record product 


Machinery avoid wing partv 
Cheslcals toxicity 
Suffocation 
FaUing 


m i 






1 






1 = 




ERRORS 


What does our market denand? 
Is correct fonwla obtained? 
Were desired results obtained? 
Be sure product does not lose identifi* 
cation 


Hay standardize for aarket— 
Hsrket only acc^ts favorable range 
Meets standards * 

Product desired needs to be identified 
after obtained 

r- 


Misjudge SMurket 
ttLsJudgs aarket 
Does not jseet standards 
Loss of identification 

• • 



ERIC • 228 9 0 229 







• 


V 

/ 


W ■ # V 




(TASK STATEMENT) STANDARDIZE PRODUCTS 










SCIENCE 


MATH NUMBER SYSiTEMS 






Physics 

Chemistry 

Biology 


V 


Basic Math Skills and Concepts 
Algebra ^ ^ 

Percentage ^ ^ 
Gecpetry ' - . i 
Calculation ' ^ 
* Ratio ^ ' • 


: 










'V 








0 

4 

1 


f 

* 








COMMUNICATIONS 


/ 




• 


« r 

PERFORMANCE MODES 

Reading 
Viewing 

Totichlng * 


EXAMPLES 

Fonaula 

Beadiag scales^ charts 
Product acceptance 


SKILLS/CONCEPTS 

1 

Inforpatlonal reports, Instructions, 

locating data, terminology 
Visual analysis, xecognltlon.of symbols 

an4, codes ' 
Texture, t^erature, movement 






f 

^ 1 

\ 
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(TASK STATEMENT) FINANCE PRODUCTS TO BE MARKETED 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 




SAFETY - HAZARD 



Records 

Calculator 

Cash flow 

Balance dheet 

Contract forms 

Outlook Infom^tlon 

Literature (yield charts) 



Identify products to be marketed ^ 
Deteralne if fiiuuicing (forward contrac- 
ting) is cooqpatible with customer 
needs and company abilities 
Determine worthiness of applicant 
File proper credit ext2nfi^.on instruments 
for forward contracting 



None 



\ 



DECISIONS . 


CUE? 


ERROBS 


Will budget allow for financing? 

Shall I offer financing? ) 
Do I need to alter contract forms?/ 

Can he furnish .reliable credit applica* 
tion? 


Is farmer asking for it? 

Will it btiild my business? ^ 

Will budget allow for it? 

Market outlook (may be unfavorable) 

Charactei: 

Repayment capacity 

Collateral ' • , 


Misinterpret farmer attitudes or 

business projections 
Overstretching budget 
Lose money due to incorrect changes 

in contract form 
Misjudgement of applicant 




* 


• 
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(TASK STATEMENT) FINANCE PR0RUCT:S tO BE WkETED 



SCIENCE 

\ 



Behavioral Sclrnce 
Psychology 




PERFORMANCE MOOES 



Readin 3 
Wri ting 
Listening 
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MATH - NUMBER SYSTEMS 



BaiBlc Math Sidlls and Concept^s 
Use of calculator 
Percentages 
Ratios 

Read and interpi^et charts 



COMMUNICATIONS 



EXAMPLES 



Contract literature (charts) 



Contracts » b^^slness letters 



Answering questions - 
Collecting Information 
Direct questions 
Give answers 
Screening* applicant 
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SKILLS/CONCEPTS 

Temdtxologyt Informaticnal reports > 
Interpretation^ locate data 

Penianali^pt spelling^ terminology » memo 

format^ business letters^ clarity » 

logic \ • 
Dl8c;piBdhate facts and non- facts, logic, 

note' taking 
Discriminate facts from non-^facts, logic 

and note taking 
Visual analysis 



' 235 



\ ' 



(TASK STATEMENT) DISSEMINATE MARKET IHFORMATION 



TOOLS, EQUIPMENT, MATERIALS. 
OBJECTS ACTED UPON 



STEPS 



SAFETY - HAZARD 


None 

« 


* 




• 

t 

i 




\ 




\ 




\ 







Bulletin boards 
Advertising media rates 
Market, bulletins 
Newsletter's 



DECISIONS 

What information do my customers and 

prospective custoioers need? 
Can I use an advertising ^^ginoick?** 
Who benefits £rom the Information? 
Which loathod keeps me competitive? 
H&thod furnishing greatest $ return 

Where can market information be 
obtained? 




Detemlne lnfo*jiation to disseminate 
Decide on recipients of the information 
Select methods of dissemination 
Obtain market Information for dissemina* 
tion 



CUES 

Inquires on grain prices » cattle » etc 

What :ire you paying for grain» etc* 
Custom^.rs inquire as to markets 
Customer ^nd competition response 
Review advirtising media rates 

Market tickers, livestock auction 



ERRORS \ 

May furnish information not in great 

demand 
Loss on dissemination 
May supply wrong audience 
Loss of business to competitors 
Price of advertising may not warrant 

returns 
Wrong prices, etc^ 
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(TASK STATEMENT) DISSEMINATE MAKKET INFORMATION 



SCIENCE 



MATH - NUMBER SYSTEIttS 



None 



Basic Math Skills and Concepts 



COMMUNICATIONS 



PERFORMANCE MODES 



Reading 
Writing 



EXAMPLES 



Market information 
Market reports 
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SKILLS/CONCEPTS 
Coflsprehenslon^ locating data 
Clarity » teminologyt legibility, 
reports 
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(TASK STATEMENT) SELECT MARKET 



TOOLS, EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 


STEPS 


SAFETY HAZARD 


Yellow pages of phone book 
References on potential markets 


Identify product to be marketed 
Determine markets available. 
List advantages each market offers 
List any disadvantages each market has 
Measure markets against situation of 

market desires 
Select on basis of best measurement 


None 


DECISIONS 
What are options available? 
Vfhat am I needing in a 4iarket? 

What best suits my situation? 


CUES 

Options available 

Plaice, distance, time, frequency, 

reputation 
Favorable aspects of the respective • 

markets 


ERRORS 
May not be awar^ of option^ 
Misinformation 

Mis judgment 

I 
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fTASK STATEMENT) SELECT MARKET 



SCIENCE 



None 



I 



PERFORMANCE MODES 



Reading 



.iL..-/'"-'' 



\ 



MATH - NUMBER SYSTEMS 



Basic Math Sld.lls and Concapts 



1 



ifoMMUNICATIONS 



EXAMPLES 



References, reports 



\ 



SKILLS/CONCEPTS 
Comprehension, lnfor«ational reports 



/ --- 
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(TASK STATEMENT) ijjmtTin marketinb PROBLp g 



TOOLS. EQUIPMENT. MATERIALS, 
OBJECTS ACTED UPON 



Yellow pages of the phone ^ook 

Market reports 

Maps 

References on markets ' 



STEPS 



Identify product marketed 
Determine existing marketing facilities 
List characteristics of the product that 
.need to be considered In marketlxig 

List characteristics of the marketing 

agency ^* 



SAFETY HAZARD 



Hone 



DECISIONS 



I — 

■Marketing outlets available 
Treatment needed for product marketing 
Hill marketing agency meet demands of 
the product to be marketed 



CUES 

References » yellow pages 

Perishable » bulky further processing 

Tlme» frequency^ reputation*^ place 



ERRORS 

May not obtain all sources 
Mlsjudgraent results in losses 
Mis Judgment results in losses 
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PERFORMANCE MODES 



Reading 



t 

ERJC 
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COMMUNICATIONS 



. EXAMPLES 



Reports, references; 
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SKILLS/CONCEPTS 
Cooprebension, Informational reports 



A. > 



(TASK STATEMENT) SPECUUTE ON FUTURES 



TOOLS, EdUiPMENT, MATERIALS, 
OBJECTS ACTED UPON^ 



STEPS 



SAFETY - HAZARD 



Market reports 

List of brokers and exchanges 
Calculator 



DECiSIONS 

What broker and exchange best meets my 

situation? 
How much do I have bxxdgeted for 

speculation? 
Will speculation aid in protection of 

stored product? 
When can information be gained? 



Identlf]^ product 

List acceptable brokers and exchanges 
Deteraine voluae to be speculated upon 
Faxolliarlze self with market situation 

and outlook 
Decide on speculative investment on 

basis of outlook Information and 

present market 



CUES 

Yellow pages » published lists 

Stocks on handy outlook » etc. 

Hedging may prevent ^excessive gains or 
losses 

Trade publications, market reports and 
formal education 



ERLC 



None 



ERRORS 
Selection of wrong broker 

Might not be able to afford loss 

Excessive losses 

Wrong or inacgj^^te publications 
result in wrong decisions 
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(TASK STATEMENTL'SPECUIATE OH PimiRES 



SCIENCE 



V 



PERFORMANCE MQD^ 



Reading 
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MATH - NUMBER SYSTEMS 



Basic Math Skills and Concepts 

Geoaetry 

Ratio 

Percentage 



COMMUNICATIONS 



EXAMPLES 
Reports, publications 
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SKILLS/CONCEPTS 
Conprehension , . initnictional reports 
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(TASK STATEMENT) PRICE PRODUCTS 



TOOLS, EQUIPMENT. MATERIALS, 
OBJECTS ACTED UPON . 


STEPS 


SAFETY - HAZARD 


'Calculator 

Suggested lists from manufacturer 


Identify products to be priced 
Determine mark-up needed to meet 

proposed company projections of 

profits 

Decide whether mark-up maintains 

competitive position 
Recognize pre-priced products 
Apply pricing formula 

• 


None 


DECISIONS 

Does the company have an accurate 

mark-up prpjection? 
DoeT? competition exist? 
Is there a recommended or stated 

(suggested) retail price by 

manufacturer? 


CUES 

« 

Salesmtiw, company literature, actual 

company records 
Competitors handling similar products 
Market containers, published prices 


ERRORS 

Insufficient mark-up to give a profit 

Loss of customer to competitor 
Loss of customer to competition 
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PERFORMANCE MODES 



Reading 

Writing 
Viewing 



erJc 



COMMUNICATIONS 



EXAMPLES 

Market Infonaation, conspany literature 

Marking and coding packages 
Product recognition ^ 



SKILLS/CONCEPTS 

Informational reporta, locating data, 

co»prehension 
EiablaiBS» codes, legible 
Codes and ettble«8 




(TASK STATEMENT) nr.TEIiMINfe ^tiVHKET UlIITS 



TOOLS. EQUIPMENT, MATERIALS, 
OBJECTS ACTED UPON 



T 



Stand.ird weiijht^^ 
On 1 relator 



DECISIOfsIS 

Can weights and volume anplv equallv 

to all products? 
Do I hi?ve any basis to determine 

units? 

Do \^eie,hts and measure standards 

exist? 
Hnw to convert? 



STEPS 



Identifv product 

List unit in which product is bou?»ht 
Lisf unit in vhich product i? sold 
nptemire applirr ^ <^tandprds of > 
c weights and neasures 
^pnly standard weights and measures 
to de termini* units 



SAFETY - HAZARD 



None 



CUES 

A13 products vary in weight and 
voluma 

Products are non-standardized 
Standard weights and measure charts 
Multiply, divide 



ERRORS 

Wrong measurement 

Wronc; unit designated 

Math 

Math 
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(TASK STATEMENT) DETERMINE MARKET UNITS 



SCIENCE 



None 



MATH - NUMBER SYSTEMS 



Baslp Math Skills and Concepts 
Calculator 



COMMUNICATIONS 



Reading 



PERFORMANCE MODES 



\ 



EXAMPLES 



Standard charts 
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SKILLS/CONCEPTS 
Interpretation, locating data 



